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ABSTRACT 

This text is the Second. in a series of advanced 
career education materials which, with an elementary .seigment, form a 
career educ^jti'on curriculum for elementary-secondary migrant 
students. Complimenting texts on careers and' roles and on work- 
exploration and work experience, the text uses activities, poems, and 
cartoons to focus on self-awareness and decision mak.ing. The text' 
begins with exercises that lead high school stwSents toward 
Self-awareness and values clarification. Next, the book focuses on 
lour work readiness skills (appropriate dress, promptness and 
reliability, helpfulness, and job performance) and on completing 
forms for; job applications, work permits, and social security cards. 
The tejct also .discusses readily 'available job information, resources, . 
explains 15 career iclusters, and discusses writing letters of inquiry 
for job information. Next, the book contains exercises designed to 
help students' organize and preseet facta^ about thems^lvesf using fact 
sheets, job applications, resumes, skill^ checklists, and letters of 
application. The text co'i^ers learning about the working world through 
the use of help wailted and positipn- wanted ads, telephone calls, and 
apprenticeships, and discusses job interview techniques such h% being 
positive,^ answering questions', being prepared, and practicing. A 
section on career advancement and job changes concludes the text. \ 
J 'SB) • • ■ . 
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CHOICE development begah in 1979 as a result of a study indicating 
tha^, vhereas migrant children and »iddl^ class youth had .similar 
career aspirations in the ear-ly grades, the career, information^ 
self awareness a^d decision mak ing *sk ills avJ^ilable to migrant 
children in the later primary school years were severely limited. 
A^lthough the development and overall design of the curriculum was 
done with migrant youth in 'mind, use of the^ curriculum has baen by 
migrant and non-migrant yoOth. Funding for the development and 
production of the materials has come from a vajjiety of sources 
including. CETArthe Career Incentive Act, and Mig rant Sec tion 
143* There would appear to be' an overall need for the type of 
information CHOICE provides on the part of both migrant and non- 
migrant youth. Therefore at present the ''intended audience would 
be all of our school age youth (including high school dropouts)'! 

Tfhe CHOICE curriculum is built on the three ^strands of career 
education: (1) self awareness, (2) job and role information> and 
(3) decision-making/goal attaining and is designed «on two levels. 
(The materials have been^ucc^ssf u 1 ly used, however, in the upper 
primary and lower secondary in a non-absolute fashion crossing 
over t*e indicated level boundar ies ♦ ) ^ 

The first level, Ba^sic C*HOICE, is for students^in grades K ' ^ 

through 6^ Each unit, B1-B7, includes: (1) a pre*- post-test, (2) 
a consurq^ble student log, (3) a teacher log, and (4) a set *of a 
iBinimum of 20 activity folders. * 

The pre- post--tests for Bl''-B4 are in picture format for the 
student wittf an accompany ing^teacher administration guide which 
indicates the exact wording for eqch question* The tests for B5- 
B7 are in a written format with , an accompanying teacher 
administr atioit guide which indicatef^ directions and the exact 
. wording for each question should the teacher decide to read tha 
questions to the students. Answer keys for all tests ar e *av*a i 1 abl^ 
and Included with the basic set of CHOICE materials. 

The consumable student log and accompanying teacher log contain 
the Job and Role information for e.ach unit* Each unit, 
contains infor^sat ion from two of the U.S. Department of Labor 
defined career clusters. Each log covers at .least five 
occupations of careers from each of the two clusters. The 
student.log contains worksheets related to language arts skills * 
using -career related information. Worker stories in Bl-^B4 are 
found in the teache.r Ifogs and de^^igned to be read bo the . 
students. Worker stories in B5-BV are contained 'in both the 
student and teacher logs. The teacher logs contain all the student 
log pages in addition to' the stories, for B1-B4, and additional 
suggested activities and career related vocabulary, for BS-B*^. 
All the teacher logs contain suggested answers to the student f 
exercises, biit it is* emphasised that any logical student answer 
is to be accepted. ^ ' • , / * ^ 

The activity folders on each lev^l are divided ipto three sets, 
one for each of the career education sbrands: (1) self awareness, 
(2) job^ and role information, and (3) decision-making/goal 

^ ■ ' ■ . - ■ ■• ^ d ' 
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attaining* Bach .set of folders contains atitiyities, stories, 
poems, and game-type activities all designed to help the student 
learn about career education and himself or herself^ 

The Advanced level of CHOICE materials consists of three texts* 
Again the organizational and developmental formal: was based on * • 
the three strands of career education and the 15 career clusters* 

The first of the three texts is OCCUPATIONAL RESOURCES* This is 
the job and role information text. It contains 60 selections, four 
from eBch of the 15 career clusters, written in story, cartoon, 
i'Yiterview, fact sheet, and poetfy format* Each selection contains ^ 
Information on the tasks, skills, training and tools necessary to 
the career or occupation as well as the reading ^nd roat:hematical 
requirements f or ^ the ^ job. Selection of theu c;areers'' cover ed was * 
based* on two factors. One, bo€h entry level and advanced training 
level jobs were chosen witiiin each cluster. Twoy actual 
practicants of the job or occupation were interviewed aS to 
their tasks, skills, training and tools- After the selections 
were written these same people were . asked to review the. stories 
for accuracy* OCCUPATIONAL* RESQURCES has been rewritten on both 
the ^third and fifth grade reading levels as well as in the 
original high school reading level. The information and technical 
vocabulary^ has been maintained in the third and fifth grade 
reading levels but other parts of the stories, cartoons and 
interviews have been adapted ,to make reading easier* 

The second text of the Advanced materials is CAREER ^OTES* This 
volume contain§^the self awarenress and dec ision-mak ihg/goa 1 
attaining information. It is. designed to be us^d in individual 
^ sections depending on the iveed^of the student* Again various 
formats have been used, iiycludlng poet ry, ^ car toon, and game 
activ ities J^o provide indbrest for the students- The sections 
included in CAREER NOTESf'^re deacribed in the Overview booklet. 

The third text of the Advanced materials is MISSION IMPORMATION. 
MISSION INFORMATION* is a manual designed to accompany work 
exploration and experience programs* There are three sections; 
they are designed to be used" independently of each other. The * > 
first is on inter y iewing a worker to obtain information about 
his/her job or career. The ^cond is a '"shadowing" guide to le^d 
students ^through a worker shadow experience! The third section is 
^a guide ^to a work experience program* ^ach section le>ds the 

student and t>eacher step by step through a discovery process. The 
student learAs where and how-to acquire information and how to 
organize his/her self fe^nowledge and job knowledge in order to 
make effective decisions * 

All of the Advanced materials are presently available^in Sp§nisl\ 
as well as iti English. The Basic materials are In the pro«|^aa of ^ 
being prepared in Spanish. The Spanish editions are MOT dir^t 
translations of* the English, raijier we have tried to produce a 
parallel version which make^ sense in^Spanish* 
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INSTRUCTOI^' GUIDE 

I ) • ^ 

We designed the'workbook so that stuctents can be 9l^>a few 
pages at a time— preferably only as much as they can succe^isfuLly 
' conplete in one Instructional session. We^ suggest that. Vherever 
' practical students pronptly return completed pages to the instructor, 
When students finish the course of Instruction^ they shouljd be given 
the entire, completed workbook In a loose-leaf binder. 

We-fiope that using our workbook according to students' and 
instructors' needs will motivate students and promote growth In 
career education skills. 

" CurrlcuitaiTstaff 

Connie Gana 
^ M. Dolores Uajosy 

^ Pat Hoppe 

Cllsa Ross 
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TIME 



CAREER NOTES 
UNIT TITLE 



SUGGESTED 
GRADE 
LEVELS 



STUDENTS WILL... 



OF CLASS 
SESSIONS* 



/ — 

minutes 

* 


.(K) Know Yoursei/ 
Chapter 1 


7-9 


Explore and write about personal 
characteristics. * 


1 


(tf) Values 

> 

Chapter 2 


7-9 


Relate personal values to ' 
career goals. 

« 


1 


Payes, l-A • 10 ' 

minuLes 

' 


(WK) Wbrk Readljiess 

Clf I 1 1 c 

ills ' •* 

Chapter 3 


7-11 

< 


* 

Review appropriate dress » atten*- 
tuft^ance^ (xjnctuai i ty^ getting aiCHig 
with others In varied work 
environments. 


1 


/ 

Social Security Application 10 

and minutes 
^forking Permit (included 
In Career Notes text) 


(F) First Applications 
Chapter k 


8-9 


Fill out applications for social 
security card and working papers. 


1 


COI, Scale B ^10 

minutes 

• 

• 


(U) Use Resources 
Chapter 5 

• 


8-10 


Make use' of reading materials, 
f^ple, pers<^a1 ex|wrlences to 

Im 1 n r* h #uiA 1 K 


1 

A 


COl, Scale A 10 f 

minutes 

« * 

i 

t • 


(C) Career Clpsters 
piapter 6 


^ 8-11 


Learn about the IS career 
clusters. 
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(W) Write Away 
Chapter 7 


9-11 ' 


Write letters requesting career 
r^lalted Informat-K>n. 


1 


minutes 

n ir ■ 


(0) Organize Present 
The Facts About YOU 

Chapter 8 

** 


10-12 


Make a reVord of personal facts* 
fill out Job applications, write 
a resiHn^ and cover letter of <• 
Introduction. 
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SESSIONS 



CDi , Scale C 10 

minutes 


(L) Learn About Yourself 
Chapter 9 


10-12 


Take aptitude tj|st and 
record findings. 

ft 


1 


Paves. II-'B ^ 10 

minutes 


» 

(VM) Know^ About The 
Ubrking World 
Chapter 10 

— ^ ^ 


10-12^ 

• 


Learn V^e re to look for Jobs ^ 
(emphasis on ^nployment 

agencies^ new^^aper v^nt ads). 

• 


2 


— ( — 

CDI. Scale A ' 10 
■ minutes 


(A) Apprenticeship 
Chapter 11 


10-12^ 


Read about upprenticeshlp, and 
write for more Information. 


1 . 


^ ^ 

PT-I - 10 

minutes 


(1) Job interviews 
Chapter 12 

i 


* 

11-12 


: — y 

Prepare by reading about I 
Interview protocol and by \ 
practicing with a script. 

• 


. 3' 


NM-CD 20 

minutes 


(CA) Career Advanc^nent 
Chapter 13 


1 1** 12 


Keview work readiness ski lis 
and learn career advanconent 
skills and attitudes. 


' 

1 




(J) Job Changes 
. Chapter i*! i 


11-12 


Read Information preparing thm. 
for suctessful Job changes^ 


1 



EXPLANATION OF PRE- AND POSTTEST COOES 
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CDI ' Caryer Deveflopaient Inventory ; Basil c Scteol Form 
Teacliers College, Columbia Ifrtlverslty 

Scale A ("Career Planning") ^ 
Scale B ("V^ere To Get, Career Information") 
Scale C ("What to Con'slder And fh") 

Ca«'go«' Maturity Inventory * * 
c1978 CTB/Hc6raw"Hm 



im-CD 



Payes 



PT 



CERIC 9 Counseling form B-T ("^^tJtutje Scale") 



New ftexico Career /jtevelopment Test 
cT5>3 Monitor 

Progrwa For Assessing Youth EB8>1oyrtent Skills ' 

C1979 rrs " 

Payes 1-A ("Job Holding' Ski lis") 

Payes 11-B ("Job-Seeking Skills") ^ ^ 

Project Trans It Ton . 
Broome-Delaware-Tloga BOCES / 

PT-F (J<^ applications, res wnefc cover letters) 
PT-l (Job Intcrvlew^skllls) . f IQ 





EXPLANATION OF PRE- AND POSTTEST CODES 




COI 


Carper Development Inventory r Basic School Form 
Teachers Col^lege, Columbia University 

t 


« % 


J 


Scale A ("Career Planning") 

Scale B ('"Where to Get Career Information") 

Scale C ('^at to Consider and Do") 


t 


CMI 

Wl 1 1 


career ndturity inventory ^ 
cl978 CTB/McGraw Hill 

> 

^ Counseling Form B-1 ("Attitude Scale") 


f 

• 


NM-C0 


New Mexico Career Development Test 
c1973 Monitor 

* 




Payes 


^ogram for Assessing Youth Envloyment SkiTls 

C 1 7/7 t 1 o 






Payes 4-A ("Job-ltolding Skills") 
Payes 11 -B ("Job-Seeking Skills") 


r 


PJ * 


' { 

Project Transition . V ^ 
Dro<MT)e*'i/eidWdre'^Tiogd BOCcS ^ 

PT-F (job applications, resumes', cover letters) 
^PT-I (job Interview skills) 
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KNOWING YOURSELF can^hefp you decide what kind'of person you want td'be^ 
and what sort" of life you wont -to live. . . ' . 

s 

KNOWING YOURSELF gives you mora control .over your life> because it's 
much easier. to GET WHAT YOU WANT when you KNOW WHAT YOU- WANT. ^ 



There are lots of ways to f ii}d out about yourself. Answer the 
questions belw. One year ^ or even one week from now^ your answers 
may change. But your answers will give ypu a due as to who 
you are right now. And that's what's important. . 





One thins I really like about mysel^f is 


^ 


















h . " " ■ 








" 2. 


The qualities I look for in a friend are 






\ 


3. 


— _ — 

The things that make me dislike a person are 

. • - • ■ s 


t 

♦ ' 


» 


m 




The thing Chat bothers lae aost ia^^thl^s worl^ls 




* 

« 





5l One place I would love to live is - 

be'eaAi^e _^ • 

6. The thihg X*d most like tb accoaplisK in life is_ 



• YOUR PHYSICAL AND MENTAL QUALITI^^ 'MAKE YOU THE PERS.ON YOU ARE. 

(Your PHYSIC^ quallcdea; include everything you see wh^n you 'look in the» mirror. 
The color and tejttuire of. your skin, hair, and eyes are physical qualities. So are 
your height; weight, .and shape. Your physical qualities include your healih too. 
if '3 YOUR BODY-I . . : . ^ r , ' . - 

Your MENTAL qu^it^-es Include your feelings, thoughts, ideas, ydhr likes and 
dislikes, your beliefs, your mesaories, your enthusiasm. IT*S YQ]UR HIND! 

YOUR f^HYSICAt AND MENTAL QUALITIES HELP YOU REACH YOUR GOALS. ' 

Liston wants to get really t^ood at playing soccer. He's a fast runner with 
quick reflcntes, and he's' vary xfesponslble when It comes to things like feeing on time. 
He'll never miss a practice if he c^n help it. These physical and mental qualities' 
will help him get what" he wants. 




WHAT DO YOU WANT? 

HOW WILL YOUR PHYSICAL AND MENTAL QUALITIES HELP YOU REACH YOUR GOALS? 

I'se the spaces belcw to name two of your go^ls (things you'd tike to have or to 
accomplish). Then, describe how some of your physical and mental qualities will 
help you rei>cU^ those goals. \ 

GOAL: 



PHYSICAL QUALITIES: 
MENTAL QUALITIES: 



.COAL: 



Wrltifig Ijs a good way to make your .Ideas and thoughts clearer to you. Now 
that ydu*viB tSuaht about some of the things' th^ are important to you,. use this -* \ 
page to write abetter describing yourself to scwneone who's never met -you." Xndlude/ 
some of you:^ "physical and mental qualities In your description, and mention .^nc \ 
x)f the thjtngs youM like tp accomplish soon. 




r- 
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• 




m 
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The Things \bu Bel ievc In . . . 
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VAEjpES ' 

Your valt)e$ are the tWngs 
you believe ln> .)Tliey ref^lect 
who YOU real ly^ are. ! Knowing your 
values cQTi help you make decisions. 
Knowing your values can help you 

KNOW YOURSELF. 



CHOOSE 



A value is ^on^thlng. you choose because It is 
meaningful to you.^ Ot|jers iray try to influence your 
values 4 but only YOU can choose. 



A value, is somethirlg you act on. Your actions 
(the things you dot) olT reflect the values you hove 
chosen for yourself. 

r ' 



The CHOICES you make (including the friends you ctoose)] 
and the ACTIONS 'you take reflect your values and stiow who 
you really ar6. 



Read the cmxtooaa on the next two pagea carefully. 
Then; ansiMr. the* qui^tlona which follow. 
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CHOOSE 



PETE*S fflOICE 

• '■ ' : ■ 

I Iq my. fiome , every family membfer 

. Played clarinet, regardless of gender^ i^, 
•J/ Regardless of.^e, or .slzci or shape,. 
We played clarinet eacte?.^yenfn^..at el;Bht; 



^ ve^play«d cla*i«lit . .^^^oce:._]| sieis- Nit'.^ttot:^ ■• 
Like I A_ald , p^■••M•^i^|}%V, ■ 

But sln^^ I v&s:jjt0^^-$at4:iiiSd^^ ■ 
The roafads, V: ■■'::rfS^S^*^'^-y ■ 
I wasn't ■ awafi?*5;ihfiii|rift'^''i^ -Atf|ferfenf 
Sbund^. 




Then I heard a haxx^ that wasn't nqr follcs. 
And said to myself, "This group really smokes' 
There- was a bass and a piano, and even a fiddle 
could do that," I thought with a giggle; 





Well, I went backstage and looked/ at that fiddle 
They let oe touch it, tune it, niake music a little* 
I saved to get one of my very pwn. 
But 1 was almost afraid to bring it heme. 



Hy family said, "That foreign* thing!** 

•*You*ve no right." "it's no good." "Might as well Sing!" 

But they're used to me now, 

X play alone and with others. 

I'd even teaching my sisters and brothers. 
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ACT 



CartooTi Questions 



In *Pete's Choice*^ (page \A-3). because of Peters values^ tie chose . 
to do sonjetbing that was not expected of him. Describe q situation 
where YOU cbose to do son^thing that was not expected of you. 



r 





On page 3^ which cartoon is about a person who acts on a value? 



What is the value? 



X 



y ^ r— A 



If Andy had really valued tiis car, what would he have done 
differently? 



ERIC 



20 



V-5 



9; 



ASK YOURSELF " 

Read the list below carefully. ' Then check the things jfhich YOU 
value. You can add another one of your values at the botftom of; 
the list. ■ \ • 



■v. 



r 


1. Doing th^s alone. J 


' > 


2. Doing things with others. j 




3. Thlnkini carefully before acting. 




4. Doing things on the spur of the moment. | 




5. Finishing things you start. , 




6. Being hones't. | 




7. Being treated with respect. | 




8, Diring things indoots. J 




^ ^ : — 7 ~ ~ ^ . 

9. Doing things outdoors. 




10. ^Taking charge of things. 




11. deciding things for yourself. 




4 j 

12. Following directions. 




13. Bicpressing yourself . 

. — 4^ : ■— : : '■ ~ i 




14. Helping other people. .; , , > : , - 




15. Meeting new people. • 




16. Leamlt^ new things. - 




17. Getting really good at something. 




18. Being creative. 




19. Getting lots of exercise. 




20. , — — - 




Think about the things you checked. What do they say about you? 

Did you learn anything about yourself? 
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CHECKLIST 
* CHOICE 

» 

Look over the items on the cheeklist on page V-5. 
From that list> state the four values \which are most 
important to ybu in the spaces below. 

1. • • .' • / 

2. i 

3. .. : 

^ , ^. : 



ACTING ON YOUR VALUES 

■ • • 

Now> write down two of . the values you listed^ and. describe 
fw you could act on each vaLue. If you've already acted on these 
values^ describe how yoa dld^this. 



Exam^e: VALUE: 

' ACTION: 




ACTION: - 



VALUE: 
ACTION^- 
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PHYLLIS AND JOHN PUT VALUES INTO AfcTION 
^ • AT WORK 



The poems below are about people who put their values into , . 
action through the work they do. Below edfch rhyme, list two val;jes 
of each character. . 




I love lay Job writing stories and poems. ^ 

a free-lance writer, so I do lay work at home, 
I make mr own hours; I*» independent, you see. , , - 

Thinking up characters, plots, and moods, my imagination s free. _ 
Inagination and language are the tools of lay trade; 
Tine flies as the words I choose fill up each page. 
I send UN writing to magazines. ' 
Sometimes I get paid plenty; other tim6s I live on beans. ^ 
There's not^much security in the free-lance field. 
But creative satisfaction is the greatest yield. 



Phyllis' values are: 

and 



I'm happy being around young folks , while helping people X^oo^xl^ll^ 
As a high school guidance counselor, this is what 1 do... W 
I help students see solutions to their probl^. 
And I help them recognize their strengths. 
If someone needs a friend during troubled times , 
To be of assistance, I'll go to great lenf||^. 
1 work with tochers too, to invent programs 
Which help stud«nt8 see things in new ways. ' 
I use kindness and m^y Imagination 
-To prepare students for future days. 



John's values are: 

and 
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DO DO 0 0 



« . 



List four of the volue^that you'd like to put Inta action each day. 

1. 

2. 

3. 











• 


* 


< 





NOW/ describe 'c^ occupation (Job) at which you could put all four 
of these vol ue^ Into action. Use your imagination. You may have 
tQ "invent" <jiy occupation. , - - 

Job title: : 

Job lotation: : _ 

Hours: ' ' . 



Pdy/Solary:. 



What you do on the job: 



3b. Think of the work tasks you do at home and at school. 

Nam* one of the taa|ts that helps you put a va^ue of .yours Into action. 

TASK; ' VALU?:_ \ 



2. Think of the things you ei^foy doing in your spare time. 
Name on&, and-*thea name the value It helps you to act on. 



ACTIVITY: • * VAI^UE:_ 



4 



3. Hov wotad you feel if you got a job where you had to do things vhich conf^tjfe* 
^ with your values? # / 





' • . .■ — 

Faye values being outdoors, getting lots of exercise, and learning 
photography skills. She wants to buy a good camera and darkroom equipment. 

which Is very expiensive. , ^._ «. * 

'A neighbor offered Faye $2.50 an hour 'to cut wood and clear brush on a farm 
after school. Then, Mr. Gleason at the library offered her $4.00 an hour to do 
iiyping and filing In an office. . 



I Which job do you- think FAye will choo8e?_ 



:Whicli job would jgu*^ choose ? 

Why?^ — C 



* « 

Helping ^ple and taking care of animals 'are very la^rtant to Jason. He 
war!5j». dogs^^or sOTj^handlcappcd^ neighbor each day aftei^ dchoolja^e doesoi^gat ^ 
paid for it, but^r?s satisfying work. „ ^ t| 

Last week he was offered a job as a dishwasher at a restaurant. He doesn ^ 
need the laOney desperate!/, but he t^jiiOts it would be nice to have som extra cash. 
If he takes the Job, he won't havsirtime to walk dogs for anyone. 



What do you think Jason will choose to do? 

What woyild you do ? « l_ ! 



l*iRK REA01i€S$ SKILLS ore justr Gcwnon *5ense^ ond ■ 
I they XI n be. very helpful to >ou ot school^ m scooj 
situoticns^ mi *4)€n yau WDrtt to jodvonte in^our coireeir* ' 
NORK REAIiUCSS SKILLS should be practiced befbre ^if® 
to work AMY>«£8E ft)r. ANVCWE. TH^ Wlude 
dr^ifB oppnopnatfeiy forti>e jd^ 
.teii^ prt»npfe (^d relief 
gettiiQ aion9 yn\h and beir® h^l^ul lo oteteis^ 



; - / \ 

• V J 



\ 



'1^ % 
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BEST CSTY miUBLE 



DI«fiCnOt6 




'i) ;€fieck''0ut/the rhyines> which.tell how it SHOULD {)e. 

2) Them 'chek^vfc out the cartoons. Most show people who 
are NOT v^fl<;^ ready. 



"ii)\i)e^iCJH-be how YOU would act in eacti sltuntion. 



.99999999999999Q0^99O999999??97.7777????'>??t???'>'>????? 

Dressing ^or the Job; 



•o 

-o 
o 
o 



Don't (h^^ss UP; don't dress down. 
-DVess llKe everyone else around. 




How would y0 drdss'^'n h's p/^^^'^ 




'ErJc 




i^e yocc Work" ready-^ ~* 



•o 
•o 

-o 



At+e ndance 



Con than now; d*'t hesitate. 

^JLet ihfem know as soon as you con. 
Give then; tlnie to revise the plan. 



Hes n'dt ready 



/ 




. /Ifi "iQ.'3o AM r 

•guif:t>s I should ho\/B^ 
xalled^wwork +<5 say / 

be in on 





What maid yaj 'do m . 
place^< 




i |Th€. Doctor Ib 
IN 




^ 



- $ 



# — 

L????????????????'?*?????????????'^^????????????? f'?????????"'?'^''? '''' .-,,,->^r>f/^^p^^^^^^^, 




?'erJc- <>✓??.?????? 




, Atl^ndance? 

o ?? ? ? ? ? ? ? ? ? ? V ? ? 7 '> > * . 



r 



Don't leave WorK eartj/; GrnviB,on time.. 

You nqr/'rd ro these hoiir^. wfirn you 
Sianed on tlie 1 me. 
A deal's-u flecil . • , 



Shirley 5 PrienoL /s not r£ady 

Byplam , ' ; .. - 



5hir-(£>y^ M4x\\ yea pjnch 
out f<5f me ot i f 
1 know c^ar ly, 
but I hc^v 
a date 



tonight 




^ 1% W\ ! 



. What woa/d dtp it ym lAJ^re 
5h/r/e*/k Pn'e/ict? 

« 

^/jre yoa iA. orK- ready ? 



h\ * "'fir 




?????????????•???????? /y? :'??????????? .''??????'''??? '' ''? ('i t i'i'iTil W'^. i^' ' • ' '''•>V'>??'?7^li7')7 




J 



1 /We 5h^)uld've. been 

{ back Ai) fnmutes 
^ Vacjo. But thi& sun 



riui vmb bun IM-^^f^ 




Ap{)r(M.;utre vo.k 'i'l; iv Ijrenks. 
I^Mt ijet i)iu;k on J/ink-. 



i/ /^yr/Cf/fi „ . _ 



What maid you do if} fheir fJocr'> 

« 

>^re mrk- ready? ~ 



• // 




tov't tote It ft)r gnyrtied 
When sonieona helps v<ju. 



• • t « 



I^. the thim to 



X5^*» '^y I^Jnch hour, I 
Ky\j><-t. vuciiTing for. 




Gettinq 



r tS A\ /n 
CHOICE I ' 



f ry}'} o 
o 



0 

1 



'=^^3:?.,.. read:/ 





DoiiM • " — — 

negler.i . 
your in^ks- 
but J^Mui -I h.ird 
To ci wor ktT who neLHis 
help. wlieiK.'V^f yoo can. 



He S' hot ready 



Hand xf\ c thrtt 





o 




Thai's, noi 
job. Get jt. 



Maf muld you hay //? hdr 



would you 

do If) hi^ 



Are. '^ji 



s 
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/ire yml work- read 1^ . 



ltlgnalcopi»-s 

[choice 

7 



Getting A\ong 



Let your ro wc^^k'MS set th&- tone. 

Lisietr tt> thejr lirBgo. 

And m\kv Itr VoUf '^^n. 

Four letter tords nm l>r out cjt phiri- 

Ami voiir, liosu" mnv not like ' 

ReifHj (dih*' "buckty*' lu hu- face. 



I W ork Hobitsl 

Kt 

! W'it-L voa' i L SI!!' . I ^ no, 

; loo!; i*. MP, or 

> H JVC i r cxploi 





• -o 



"^f H -"Si'; htit es \ /'Thank... cut if 



\ 



■r~'- - ■ 





^ m ^ ^ 



!' VOll. 

'thmay bade ra 



I. c ' 



\ *t 

\ ■■ 



Etphifl 



■I t 



- v> 




yhat lAJOuld say //f her 



{ 



sML /ri^ ynork-ridoY - 



7r: 
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-.tl^ijfe ^ ready f 




E • ' SUMMARY : r 

1 1 i 11 ! i i i i i i ii n ^ ' 4 ' ' < i i i i i i i 1 i i i i i i i i i i i i i t 



i: ts. k\ , 




Work Habits 



Ihejtfiutility pf your work says more obout you 
Than where you work> or what you do. 
Good workers always stand out in a crowd. 
M a job well done will rnake you feel proud. 



i M ! ! ! ! ! I ! ! ! ! 1 1 f !! I !! ! I !! M f I i M t j I M ! ! M I M I j ^ 

: ihere (3(re no 




n ! ! ! ! I ! !.! ! ! ! ! M I ! ! M I I ! M j M I j j. M , I I , J j , ^ 



Hiey re ready 1 



I 



Explain: ^ 



y^hat muld \fO(j do m their place.'? . 



V 



i i n 1 1 i i ii n M i il i i n n i i H n i M n i i i i n i i i i M i U i i i n i i i t M i i ^ 
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FIRST APPLICATIONS 



Filling out forms and applications becomes important 
as you get further along in life. Whether you're 
going for a job> getting a driver's license^ applying 
to a schooL^or even getting married^ forms and 
applications are a must; They can help you get what 

» 

you want. , 

So...it's fmoortant for you to know how to fill them 
out. Often^ d job application will be the first 
contact you'll liave with on employer. So nwke 
a good first impression by filling out*forms and 
applications neatly and correctly. 

r 

-» 

On the following poges^ you'll see some fornix you'll 
be needing. Look them Qver> follow the directions^ 
and practice. . 
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BEFORE YOU XAN ACCEPT A JOB 



Yow must get a Social Security number before you get 
a paying job. S^icl Security is a kind of insurance 
all working Americans pay for. When workers get paid/ 
^employers take a certain amount of money but of their 
salaries. This nwney is sent to the governn^nt. Then 
when workers retire^ or if they're disabled and can't 
work; they get Social Security checks monthly. 



THIS IS A SOCIAL SECURITY CARD 




Contact any social secwity office immediaiefy if )^ 

► lose your card-to get a duplicate 
change your name— to get a card m your new 

unable to work because of » severe disdmily 
iff- expected to last a year or mwe. ^ . 

► are 62 or ol&ir-io ask about feliremenc checks. | 

► are wUhin 2 or 3 months of age 65. even if you 
f' don't plan to retirc-lo" sign up for Medicare. 

ilj U.S.I>ep•rtlIltm•fHt•Ilb.e<»crtlw^■»*^iw• ^ 
£SSi Soda! Security AdmmUlrtUon 
F(mnOA<702 (4-76) 



In order to get a Social Security nirter you must 
fill out on application. v. 





{ ■ 

HERE'S HOW 




If you need a Social Security number 
card, look up "United States Government" in 
the white pages of your phone book. There you* 11 
find the telephone number of your nearest Social Security 
Administration Office. Call and ask to have an application for 
a social security number card mailed to you* 



On the next two pages you'll find a "Practice Application" and "Instructions" 
for filling it' out. Before you fill the application out, read tte instructions. 
Then fill out the application carefully with a pencil. Go over it with your 
teacher. Finally, make any corrections. 




When your application arrives in the mail, copy the Information from your 
"Practice, Application" onto the "APPLICATION FOR A SOCIAL SECURITY WIM8ER CARD." 
Use blue or black ink. 
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INSTRUCTIONS FOR COMPUETING THE APPLICATION FORM 

If you do not ktiow tht Maswer to a <pie«tioii and caimol find tlic answer, wrfte 'imkii9wn''ia the space for the answer. 
If you have any questkmf alMnit how to Cbmpktc the form, what papers you must submit with it or whether a persona! 
interview will be necessary, ptease call your iKarcst social s«;u rity office at the number listed in your tdephpne dkectory. 
After your completed application and all necesary evidence are received, your local office can tcU you ai^roximateiy 
how long it will ukc before you get your social security card in the mail. The instruaions bdow are numbered to 
* correspond with the nu{nbered items on the application. 

I Please enicr your full name as you use it for work, school, or other ofltcial business. If yo^ve a middle name, enter 
it in full in the spaar provided. Your entire nan» will be recorcUd in our records; however, only your firei name, 
roiddte initial am! last name will appoir 90 the card itself. unl«s you specificaHy lequest that we niell out your 
middle name. 

Jf your name has changed, show the naim you were giwn at Wrth on the second line. 

If you have used any other name during your lifetime, show it on the third line. Do n<M include nkknamea unless 
used officially at school or work. More than one such name can be shown. 

2. Enter the address where you want your social security card mailed. If mail under your name is not normally 
received at the address «hich you show, use a^ -in care or address. Example: c/o J. Doe. I Bm St 

3. Check the block which applies to you. If you clicked "'Other.- please submit a statement explaining your situation 
and why you twcd a social scoirity number^ (You maj^attach a separate sheet.) 

4. Check the block to indkate your sex. 

5. While your failure to complete this question will not affect your obtaining a social security number, ihi% 
information is important to find out how Sodai Security programs affect different groups of people in our 
Nation. It is also essential for preparit^ statistics to determine compliaiKe with Federal civil rights laws. 
When used for this purpose, statmics are presented as surtimarics w other forms of information which do not 
reveal the names of imlivkluals. 

• • 

6. Enter your date of birth by month, day. year. 

7. Enter your age as of your last birthday. 

8. Enter the city and State where you were bom, |f you were bom outside the U.S.. show the name df the city and 
country. Please do nm use abtMwbti<ms. 

9. TThc names of your parents, even ifthey are no longo- alive, are very imporfant in establishing your unique and 
individual record with social security. Be certain to show )«>ur motherWuIl nanw at her birth. If your father^ last 
nan^ h diffoem from your name at birth, please explain by writing. forMampte. Step-father**or~ado|Aif« father" 
after your father's narpe. Use whichever name you preftff . If. however, you have ever requested a card before, 
use the tiame of the same father, stepfather, etc. you used when you first appl^. 

10. Ifyouranswer totiem lOa is "No." or -Donl Know.'-gotoitem II. If your answer b*'Yes.'-answer questions lOb 
through lOe.tf you applied for a socuil security number card before but newr R^dved it. draw a line though item 
lOb ami tfy to answer b<Hh qiKSti^ of item lOc as carefully ^ ^u can, 

11. Enter todays date by month, day. year. i\ J** 

12. If we* must contaa any reason, we woi^ prefer to phone you. Pteaie iiKlicate a phorc number where w« cati 
reach you or leave a menage for you. 

J , . 

13. Sign your nameas it is usually written. Do not print unless your usual signature is printed. If you are applying 
on behalf of someone else, sign your own name. If you cannot write your name, ybu may sign by an^X^mark. 
Two persons must sign as wttiwraes to your mark. 

14. Check the block marked "scIT if you are completing the form for yourself. If you are completing the f^m for 
someone ehe. check the "tHhor" block ami show your relationship to the applicant: for exampte. "faihw" «• 
"guardian." 

^OAMS»S Ml p«(| 25. 
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SAMPLE APPLICATION 



INSTRUCTIONS 
TO APPLICANT 



I 



8fffor« ctwT^Miftg Ihii term, p^M« tmmd tht innructwH opoosit* pagt Vo^ tmn tvp# prim. tMNHQ PM m0« dark blw* 

or black *nk Oo not uit $>*tKtl. . ^ 



NAME TO 
BE SHO^H 
ON CARD 



Firfti 



f^UUt NAME AT 
BIRTH OF OTHER 
THAW ABOVEI 



First 



JL 



OTHER 

NAMEISS 

USED 



MAILING 
ADOf^ESS 



'CJTV 



^ISlfe«t/Apt No. PC 8o«. Rur*! Wout* No) 
; STATt 




CITIZENSHIP lOHTCk orw onlyl 

n » U.S. cituen 

Q b Lc^al ali«n allov^ to work 

n Legal ftlt^n not alloi^ to vvori^ 

Q Ott««r f S«« tnttmcttont on Pagt 71 



2iPC00£ 



If «««i#lc 



v6 



DATE 
OF 



MONTH ;OAY 



YEAR 



m 



raESENT 
AGE 



RACE/ETHNIC DESCRIPTION ((>«ck wm oi^J IVoluntAry) 
^^S.\ rn » Ast«n^ AM»n'Am#fic«n or P*Cr*iC Ulan^Nr flncHtdt* 
^1^^^ persons ol C^tnete. F il^>*no, Japenete. Korvep^. S#m 



Its: 



& etc . »nce«trv or d*«c»ntl ^ 
^, [j b Hitpenic (lr)ciude« penomof Chic»noi« Cub*A» Me«icen 
>f^x^ m Meatican-AmericAn, ^imo R^on, ^Mitfi^ CMtrel 

An^rkran, ost ottier Spomih or detcMf} 

Q ^ N«^o or Black I not Htipanicl * 
*^ Aie^kan Nafrwe 



'rf^tf^ CZl^ Nort^ Affv^TMran IndNKt or 



PLACE 
OF 
dSlRTH 



CITY 



5TA7E OA F6*^^i&N CdUNTftV 



;,MNA 


MOtH^rt'S 

NAME AT 
*HER 8IRTH 


• 






Mid(}<« 


• 
f 

t 
» 


Lait K^9f ma»dvn name) 




FATHER'S 




Fir»t 




Middia 


1 
• 


Last 


nPNA 


NAME 










• 





PNO 

10 

S5N 
PNS 

-liLC 



a. Have yoy or someone on your behelf ai^ed for * iOCtal »ecvrtty nun^yer before? No 



b. 'Enter social security number 



c In w^nat State did you «^y' 



; Wnat year^ 



□ y„ 



e If the btrOi date you ysed ^eidif ferent \ MONf H 
from the ilate shpiMi^ tn item 6« enter «t 
t^e 



liferent \ 
fntertt 1 

"home 



6aV • VEAH' 
t 

O T HSH 



d. Enter the name sbov^ on your most recent social 
tecuriTy card 



OON 

11 



TOOAV'S 
DATE 



F 



r 



DAV 



YEAH 



12 



t eiefN^or^ number 
iMvere can rtach 
you durii^ ine day 



"a5S 



tfVARNlMG: OeliboreMy proeidtfi^ f^se mf»f mataMi on thia applicMion » psmiaheM by a ime of $1 jOOO or one year m or both. 



YOI^ SIGNATURE 




■r 

14 


VOUn RELATiONSHiP TO PERSOM IN ITEM f 

nsrtf noHwr — 

IS0K.fV> 


WITNEY iNeedad only if signed by mark X"! 


Witness INw^ omy *l ii^nvd by in*rh ■ X") 



DO NOT WRITE BELOW THIS LINE IFOR SSA USE ONLYI 



OTC } SSA RECEIPT DAtT 



SUPPORTING DOCUMENT- i SSN ASSIGNED OR V£RiFt€0 
EXP€DtTE CASE 

DUP ISSUED - SSN 



NPN " 

SIGNATURE AND TITL^ OF EMPLOYEEISI REVtEWINii 
EVIDENCE AND/OR CONDUCTING INTERVIEW, 



DOC 



NTC 



6IC 



CAN 



TYPEfSIOF EVIDENCE SUBMITTED 



l£N 



□ 



IMANOATtWY 
IN PCilSON 
mTERV«€W 
CON0UC1C0 



DATE 



ITV 



DCL 



^ORMSS S C:»» PRIOR EOITIONS SnOUlD BE OESTHOYEO 



ERIC 



F-5 



26. 



37 



A "document" is - 

(1> anything that's printed or written, and 
(2) is used to prove son^thing. 

Birth certificates^ passports/ and driver's licenses are exanples 
of documents. , > - 

After you fill out the application you get in the miU check the 
"HOW TO AJPPLY FOR SOCIAL SECURITY NUMBER CARD" section of the 
application to find out what docunents must be with your applica- 
tion. The "HOW TO APPLY..." section "will also tell you whether 
you can mail in your application and other dociBnents^ or whether 

Cou must take them to your nearest Social Security Administration 
ffice in person. 



• BBE 


3 




□p 1 





% 

...After You Get Your Card , 

Keep your Social Security nuiter cdr(j in a safe place. Your social 
security nmter will never change^ sP memorize it. You'll be 
needing it often. « ^ oo ' 



Working Papers/ Work Permit 



If you are unaer 18 years of age^ you are d "minor." There 
•are lows governing where niinors xan work/ and for how many hours 
per day. One law states that ybu need "working papers" or a 
"work permit" oefore you con work. 'Aftdr you have beien promised 
a lob/ go to your guidaflCe office and ask forbh application for 
working papers. (You may also ne^d^roof of your health, which 
can be obtained *at the nurse's office.) When all the necessary 
foriTS have been filled out. you'll receive a permit. Give the 
permit to your enployer. 

Look over the "Application for Enployment Certificate" on 
the next page. Notice that there are 5 parts to it. and that 
the applicant (tnot's you) is supposed to fill out only one part. 

Who fills out the other parts? \ 

Fill out the application in pencil. Check for neatness^- 
blanks, and mistakes. You may wont to ask your teacner to look 
it over. Then, use blue or black ink to fill It in. 
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TM« uMivcnsiTv or TM« »tati or nomH 
THE STATE epUCATION DEPAflTMCNT 
At.«ANV. New tomn i«aa« 



APPLICATION fOR EMPIOYMENT CERT1HCATE 

See reverse side of this form for information concerning employment of minors 

* V 

All >i Kt«lurr> must be hamlwritteii yijiitc. and in»HkaiH in.i>t apitar hi t^rvm heit^ the «:rti«ic>tmg .JHcLil. ^ 

PART I — Parental Consent— (To Ih: compl««l by ap|»lk:ant a.ie! parent or gtiartliaH) , i , « - 

I'aieiit <ir «ttrdiaii must ap|«eat at the sdioul «■ issu'mx cent*^ t.. «f{H the apfilicatimi fiir the */*„«^,55«^ 

' i,m5CtJ^.,.^t.kS tU: a graduate .rf a four-^rar WrI. m-U-hJ a.«l ,^«:,.t. e*Hlc«e tl«re«rf. ajj/.*lher crrUficate*. 

tlie t>'retit or guardian must sign^ the apfrfkafkm. but nevd 9(K atH^ar m |iets.in U» riu s-» 



Date 




. Home addrtst — •• » certificate « checke.1 beluwt . , , . 

S r] Noolactory Employiiienr Certificate — Valid for lawful efn|a..ynieiit «f a minor 14 or IS year* of a^e when sdwul n 

» not in Kssion and during vacalfoo permd». 

5 n Student General Emptoyment Certificate — VatW for lawful cn^loSwncnt cf a minor 16 or 17 year* of age lAen sdioot 

O , is not in setsKMi ami dur^ VMratiuu periuds. 

^ ' □ FuII-Tin* Emptoynteni Certificate - Valk! lor Uwful eipplDyment of a minor W or 17 yean .4 age who is »« atiendiiig 

g day sdiod. * 

« I hereby consent to the reijuired medical ejaniination and employment certification as indicalcd abm«. 



Q Part H Evidence of Age— {To be compJeted by issuing official Mily) 

* X ' — Check evidence oi age acceiitol — l>ticunient S {if any) ^ 

5 Birth Certificate Schooling Record Other Y^;^^;^ 

. ' — '■ — - — > . 

O PART III — Certifioite of PhywoJ FitnMa .. . 

2 ' ApjJica^t rf«!l p**«ent a fKknficate of Phyrical Frtness from a 3c\w^ or private pl.y«c,a«. Sanl cxa«,oaii.«i must have 

Q peri.Hl not to exceefl 6 OKJoihs). «i kI enter the limiutioit on the trnj^uymcnt ctThfa r a t c 

^ PART IV — EM«« of . • i„ - 

Z Part iVvJ^be complrte.! o.ily^ (a) a itrinor with a medical liinitatiun ami (b) lur a nminr 16 years *a ^-"^ 

O ^1 Jj?;«|^iSS t rSk? (Ni Y.A City a.rf Buffalo) which require a m».orl6 years of a^e who « emphflreJ t» attend 

p schot^! acttMtling to SccIrot 3205 ai tlic Edocatkm law. 

g .Tl« o.^k-r»igned uhfl employ _ rcsitling at ~— 

^ - iii^iiwSiii"^":*^^ , ~~ Ti^'V^^UT'" " 

^ fur , ^.-days per week t«f ^'^V' bcgwHw^ a.m_..,-„-^ pjM- 

^ ^ • 1.. Factory " ending a.m... — . P.i«- 

5fi Monfactory ■ 



""""" l,4iUwri* H fi*n\ 

S«artif« date - : i.^fi;^-^ w- i?-i*^r 



PART V — Schooliac Record — (To be completed by scliool oflical) , ^ .. ... y^fc Gtv uid 

l*art V most be comnleted only for a minor 16 y«m of age w!m. » kav,,* T ""Ji-. "^^^c^S rfl^EdlSL iSl . 
Buffalo) which require a mmor 16 years of age to attend school. accor.l.ng to Jjrctnwi 3515 of tlie Education Usw. ^ 

I <(ertify thaf-the record* of . iif^rf'sd!;^ ~ VuJ^i 

.... . whttM* ilale of Wrth is — . — ' 

show that -^„»..„- - * 

' ' • - 

M m graiW — ^ ' ' 'i'siiii^wit",^ 'r*ut,ir^ iurj*;wrri 



PART VX~>EmploymeBt CcrtUkation— (To be completed l-y b^inK uflkia! only) 

Ceriifirate Number - i^*" ^- 

• ' \s:i:;^^ ii^i;^ri^ - Mir^-r " , ii^:;^"^T.^ vii»^^^^ 

• • • F-8 ' 2^-^* 



t * 



-APfUCATION lot EMPIOYMENT CBmm:ATf 

All »%mtures mmt be haodw rittcn in itA, and aprticmt tntist apixar in ytsrsiMx hthm Ihc certitkating t>lhyia1. ^ 

PART I Piurcntal CcMiMefit — (To 1w cumpktfrd by askant and pamtt or guardian) 

IWnt or g^rdian mmi a|^»r at the scKck4 «r mmag center to sign the anplicatiaii the first rcrtsficatc.for fall-time 
enii^ymriU; uf^^s the miiH>r is a gra^iate of a fuor-ycar Itigh scthud ami iwients evklnKS! tlicreof. Kw alt «Mhcr orrtiticatcs, 
the parent or guardian moit sign apsdkation, but need not ai^iear m pcrsnn to do «>. 

I>aW . 

I Age 



f.Vor^ Stturny Nmm^l 

. Hmiw-adtlress ' - - ^ - . « certificaH* as diecked bekw: / 

M ; NWactory Empioytnent Ccrtiikate — Valu! for lawful «iii>i<ofincnt <rf a inim>r 14 or IS yc4rs of age when schod is 

^ no^ ni session md durtf^ van^km |ieriods. • «^ 

> * M Student General Eim^^inciit C«tifiartc — ValM Is^ lawful em^oytnent fd a miTw !ft 17 years of age when schod ^ 

O is in sesskm and durtt^ vacation periods. J . 

^ t I Fuli-Ttnie Emirfoyment Certifkate — Valkl far lawful emfOoyment irf a mtmw'ifi w 17 years of age whii is nut attendti^ 

^ day schod. 

W 1 hereby consent to tlie required medkal exammatkm and em^oymimt certification as imfca^ abow.^ v 

JlJ- • . . _ ^ .........«..v 

^ PAST II — BvkfoTOe of Agc^^^tTo be ccmRleted by Issuing olbcial only) 

3^ — Che«* evidence of age acceded— l^imient t (if any) 

H f Viir W ^«^1 ' . - 

3 Birth Certificate ^ Schodkig Record ^ Oiher 



^ O PART III — Certificate of Pfiyi^»l Pitaew^ ^ 

' Z Askant shall fiment a Certificate erf Physkal Fitnras from a school or i^vaH: physicwm. SartI ex^ufljnatwHi iHive 

1 been ffiven within 12 months prw to issuance of the en^oynwrtt certifuati*. . . ^ vc / « j i 

S If tfie Certificate of fHiysical Fitness is limited, tfic wwiipg oflScia! sluU i^ a Umited f-^fOoyinent Certilkate fwilid for a 

O period ik^ to estceed 6 nKmdis), and enter the lonitation on the t^pl<>yineiit cc rtifkat e. t 

Q . ^ • •• - ■ • ^ ' - — ■ '■' — ' " ' — ™ .^^^.^ - 

PART IV' IPfMlga pi Emf^nwrnt — (To be contplctbd by pr4Mi|>ective enndoyrr) • 

5 Part IV must be completed wJy for (a) a nwnar with a medkal limilatUm atiO (b) far a minor 16 years <.f age J**^ 

O schtnii^isl hjsicks iti a district ( Ncm York Oty atnl Buffalo) whkh rt^ire a mm^ 16 ^ars i if age win* is not em|i»*»yed to attend 

tl schod! aciortt^ to Sectkw 3205 of the Eduaitt<m Law. 



Tin? inwkrsignetl wPl eni^iiy residing at 



U 

* f,>r tlays per ^utrck : h«4jrs iier iNy. fjcK^iMinHf .^.a.m- P-m, 

09 
I— I 

X 
H 



INamf af hirml 

X ' Nonfoctury 



) 

* Kact(»^y TOfljng 



PART V — S(i»o&lg Rwawtl— (To be ciwipleled by school oflicial) . . * 

Pvt V nwat be 6*»imklfid only for a minor 16 yw^ ol age wh*. is Waving sch...J. awl re«ilw m a I'jstrkt (New ^Tork 
Bttffaiti) whkh mpms a imnor 16 years of age td&ttend schod. antMilmg U> Srctiwi 3205 «rf Oir fcdncalm*! Law. 

f crUfy that the record, of..- ^^.^..—^ • - • jr^;^-, 

Aaw that _i. - : •• '^^ 

•bow tnat .... ^ Affikmtl ' ■ 




and 




IK m ^ra«ie ^^^g^^,^,,,,^. . [si^t^yiin- «/ l'fiu>ih>t >" I'ni^t^ 

PART VI-^Einplo^ieot C«tlfkatiiai — (To \k completed I»y issuing t.ftirtwJ wily) 

CcKlifMrat* Nwnber .." '■ - ' 



ISiktrtd iM- tuning Cemieyl 



ii 



First Applications 
Name - 



Date 



School 



Fill out .the application below as if your ware 
applying for a Social Security number card. 



1 



STT 

2 

CTV 



"CITY 



3 



oom 

6 



9 



MAMC TO; 
US SHOWN 
ON CAI^D 



ruLL NAME AT 
BiRTH Uf OTHER 
THAN ABOVE I 

NAMEI&) 
USED 
MAULING 



- Fint 



Umt 



I 



AOOHESS 



^, STXr^ 



CITIZENSHIP <Cn«ck 



only) 



n c L«8^ fUM tItOMd to MKk 



_ MONTH ;DAV 

DATE 

OP 

BIRTI 

NAME AT 
HER BIRTH 



rHf 



YEAR 



Fir»| 



■SET 

4 



I 

. I 
I 



ZIP CODl 



SEX 



AOft^ PRESENT 
AGE 



I Of- 
^^BIRTH 



iiWil RACE/ETHNIC DC^^IPTION ICNKk ©«• onlyl fWufllifvJ 
< ^« ri « Astaiv. Am&n A^mfKm or P«cilfc (sloi^ lincliitfM 

penom ol 0*iitM. Piiipmo. Jm^Mm. iComifi. S sm oi n . 

^ ItexicaA-AmtnaMi. Putrto Ricon. Soutti or Otntrai 
Affitncan. <v oitior S^ttf« oiKOC^ or <lnc«At) 
Q c Nt«ro Of Black (not H»i|»«oicl 

North Aifi^^«A Ia^oa or At««li«i« NMnw 




ClTV 



I 



10 

PNS 



ABO 

13 



FATHER'S 
NAME 



Firtt 



«. H«v« you or someone o#i your bot>J»f Appkcd »or • loc^ tta«riiy Auft^ btlort? Q No 



b Enttr iOCi^ Itcurity nvifv^ior 



c In wvHaf State did you apply' 



NtC 


d Entor ffie r^jmv fhown on yow mo&t r^tni ««Kitf 
Mcurity c*rd 




\ e H the bMlh d»t# you uMd mm di*fer«it 4 
> from tK# ctoltf sHovm m ifffm 6. «nfcr ii i 

' \ f 




ftAV 1 VtAW 

1 


DON 

11 


DATE f ; 


12 


T«ltpho«^ nwmlior k HOME 
MlNK# «yt can r««ch p 
you Oa'irm t^dfty r 


r UTHfH 

1 . i 




yOU^»^lBLAT«5RISHI»» TO WERSCM* IN ITEM 1 

'-^ fS(MC>fy> 



WMTNESS < W»»< H d wlv i« u9*^ «>♦ •wirit X » 



1 



DO NOT WRITE BELOVy THIS LIN E <f QW SSA USE ONLVl 

— — 



I OTC 1 $SA-*l€CEirr DATE 



E 



1 SU^RTtNG DOCUMENT- 
EXH&DtTECASE 
OJP ISSUED 



^ A^GNEO OR VEmrrEO 



-NPN 




BtC IstGNATURE ANOTI+LE OF EmKOVIe <8) REVIWTWIO 
tEVtOEME ANOA>R CONDUCTING tNTEf^ViCM. 



t 



MMDATORY, 
WTERV^tWl 

coNDucrroj" 
J21 ^ 



OA?f 



IPCL 



erJc 



rj.-: L:*vf appliCiiLioii ou tho no::t paoo as iT 

yyu wero apply ipo for vork pVrr.dt. 
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Y.,ur GOALS IHINGS YOU WANl . . 

(Thesp gtialB of yours may be things you want to own, or Oitnjs you wartt to do. ) 

RtSOtmCES are the things that can HaP VOU 6ET WHAT YOU VWNT. 





4- 



RESOU 







3 



... t ii«portant types of resources which can help re*:h j^mir goaU jre 




.itl<l > ! i oii.i I I o|i i t 



ERIC 




CHOICE 




RF.ADlNfi 
ntlar PEOPLE 

Yi>iii own 



aV.tj lilbli' £it fOHl 



1^? 



READING 



You can learn roorc nbout ANYTIIINil by re;ulln^- 
^ As long as there's a library around, thune's no excuse for not knowing; more about 
soiiiftbinK y*>n*re Interested in. 




CAfH) CATALOGS y^" where to find films, books, maRazines, and anything else . 

\ that's in print. 

gUj^LHJJJ^ BOARDS ^^^P y^^^* ^^"^ about rentals, local sali^s, available Jobs, 

and social events. 



MAPS caiN help you get whtre you want to go. 



YELLOW PAGES in your phone bortk Include addresses and telephone numbers tor most • 

places of business. If you want to learn about a Bubjt'rt, look it 
• up In the YelltMrf Pages. ^ You can call and a«k to Kpi-.ik to s«»mc»»nc wl»t> 
knows about what you're Interested In. 

. J 

TR/U)E MAGAZINE AND NEWSPAPER WANT ADS can ten you which johs are available. 

how much experience is needed for jobs, where to call lor 
Information, where to apply, and how much can be ennunl. 

REFERENCE. BOOKS 'SxSth as atlases, dictionaries, and eni:yclopedlas arc clillertlons 

of useful facta. The Kncyc loped la OF (j;<reers. the' Oc.upat ionnl 
Outlook lUuidbook , and Occupat lona 1 Kesciurt ch can till v«»a abi.nl 
various occupat lonB : ^n-the- job tasks, training nciMkMl, tools 
and equipment used, salary ranges, advancement po.sslbi lU Tck. and 
Job demand. 

/ . ■ 



r-x A /I 

' t H if MM I top les 




rni/^ ** I an it' at 
ERJC 1/ ^ NJ 



at cost 



BESl C8PY AVAIUBU- 



PEOPLE ARE ^ RESOURCE 




Takf .ulvantamo of the resourt es nvailable to yott -in your l orainiinil v . Most 
COMMUNITY ^'PIBIRS are experts at somethlim- f'^eck out yuyi m-inliboi s, ptnipU- at 
k tv^'rywht-re, puople you find Interesting. Ask them about thiir i«>hs. their 



wor 



ht^bhios, LhiiiKH you want to know more about. 



One person who will become more important lo. y<»u in the next I tw yi-.irs is your 
GUIDANCE COUfJSELOR. GUIDANCE COUNSELiRS in srUools are tralne^t to help von 
< hor.He and prepare for aJl kinds of oeenpat l.ninl and edm ational t-xper ii.-ni es . 
Ihoy ean arrange f.or you to take toi'irses to train you for the job you want. 

I. Tht*v keep a library of Information about various train in}^ schools and 
orrupat ions . 

.f. They keep you informed about aptitude and Interest leKts which r.m \w\p vnu 

r<ro);nl^e your own strengths and preferences. 
1. They may give you advice that can help you make decisions. 
4. They keep records of job openings to help*you find work. 

They can m;ike personal reconmendat ions . 



IS ^ /I , 
idditfonal copies 



CHOICE 
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EXPERIENCE IS A RESOURCE * 

available af Icost ' • 

No onv can take your cxperlence« away frcm you. They're >t»ur nui.st valuablu 
possesion, and they can help you get what you want. Your cxperieiue includes • 
everything you've ever done until now. Make nn effort to }.ain expir iences th;jt 
are meaningful to you. ' 

When you decide what you want, after experiences that will lu lp vou' reach 
your goals. II, tor Instance, you'd like ,i paying job as .« porfonnci , start 
pra« tiring and performing for small groups. This sort of goa I -re I .il ed experience 
will help you see If you'd really be happy doing this sort, of Wiuk. And since 
employers know that your work experiences are important tn»inlng'st«ps, work 
related experiences cari^help you reach your occupational goals. 




»»ne day. In the spaces b^low, describe S4>njL* of the exporicnres t lu»v sfinnld be 
j'-iining now as preparation for reaching their goal. 



Experience takes effort on your part, but. its I'ewartb (leilTflloff and getting 
what you want) are gr^t! ^ 

46 



add! t lonaI>^op ies 




THIMK AKWT msh 



available at cost 
1/ ^ \» 




Name one fioal you «Qt tor youtr0«3f and rgached in the part year. Ctiiink of soiMtHK^ 



Wh.it resounces <Md jimt use. to help you reach ^otrr g:t»a1? 
liuw'diid each re^tfUrct- be)p 




ftoiike onfi of your present ^a}s 



How CfiH) eacli of thu following types of resouri o« l^lp ycm TestM tills gpo^l 

dteAOJIIC: ____ . ^ 




OrHES PEOPU: 



VOUK Qkt^ fiXPeglENCK:, 
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R-5 



31. 



#1 . Wont ods are 
sources of information. 
Move 1 square for each 
kind of wunt-od infor- 
mation you cdo rwe. 
a. 



b. 

c. 
d. 



#2. Miss I turn. Go 
bock to pcweR-2 and 
find out wnat you can 
learn from want ads. 
Fill in tine blanks 
in square #1 . 



/r3. Only 2 Kinds? 
Go bock to page and 
find out what you can 
learn from want' ads. 
Fill in blanks c and d 
in square ^\.. 



addi 1 iuiial «:ojjies — 





1/ ^ 






m. If YOU list 3 

reading resourceSy jrtovfe 
ahead 1 scftfqre. ir vou 
con' V ^ to sQMare 1f6. 

a. 

b. . 

c. 



^. SHORT CUT to f 9. 
Your friend Sc»n tells 
you about q taxi 
dispatc)r«r's job. 




R-7 



//6. ^k»ne 1 reading 
resource tiiqt will tell 
you the skills and tasks 
of on occi^xrtlon. 
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/^7. Name 
resource 
tell yon 
-to work. 




WORK 






Sfl, You've learned how 
fill out job QppUoa- 
|tions. 

COWSMTUUTIOlfel 





djYoO' re on j^our way tx) 
ilsticcess. 



#13. The mil dance 
counselor '91 ves you a. 
neremice. Move otorf 
I \ square. 




I 




#J2, Go bocJ; to pQ9ei^-3 
ctkI find out v^t you 
cow .leam from a 
auidcinc& couriselor. 
miirs tt« blanks 



#10. Gulckmce ooirtseJors 

an help you* How? for 

€fl«^h Sjou cmi 1 lst> 
fPDVe 01^0 1 sqfJQi^' 



C4 



ft l^i^m' ^ W to 
pQge. H-3 and find out 
i«)U con learn from 



jn square f 10. 



t Yon. Move. olmJl scjicre 
See a 9ul dance counsHor 
about writing o 
reconmendotlon' 



can , 

hc^ tu> get 




I've 



"fiSfK places. 



ERIC 
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CAREER CLUSTERS 




What do you enjoy cblng? 
How do you fit in? 




Fifteen CAREER CLUSTERS ore mted on the n^t 
along with th^ir definitions. The Unltied States Deportment of Labor 
has 01vlded all jobs and^ccupotions iito ttese fiftaw clusters or 
categories. Eveiy Job ylg can think off falls under at least one of 
these cate^rles; .5»e fw^ liiH und^ more. S>end sorne time- xmSk^ 
about these clusters^ and see whiict) ones interest yow. ^ 
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BEST COPY AVA WE» 



K fl\ n 

iddLt lonal copies 




15 

CAREER CLUSTERS 

Workers from the AGj?llBU&I|!^S. cl aster remove an*d pt'oceus natural re- 
sources and they use land to raise and protect animals and crops. 
Occupations from this cluster Wlude cooperat,lve extension agent, 
wndlite hiologlst, animal inspector, dairy fanner, agronomlit, 
grounds keeper, migrant worker, gardener, tree farmer, and florist. 

Workcr-s from the ARt^ AJlW^.W^^^^^ cluster use their creativity to 
te.irh, write, perforHir and study the nKta and humanities inclu- 
'\U\i\ J iteraf tire . dance, music, and historical subjects. 
(H I u|.aMon.sJjtom this cluster include book illustrator, art restorer, 
rtstrnnoj»<f'T"mu«iclan, radio announcer, offset printer, arrheologlst , 
I pliutographer, poet, conductor, architect, }■, " i<''i»'-^' cwalsel or , and actor, 

Wt»rkerH from the BUSINEg^S & OFFICE cluster usiinlly work in office 
settings to record*, store, and distribute information. 
Orcupatlons froin this cluster include stock clerk, librarian, 
hank teller, typist, payroll clerk, actuary, stenographer, mall 
clerk, receptionist, switchboard operator, and accountant. 

Woi*er« from the COMMUNICATION .&,MEmA cluster use various media to 
, friulate Information. " They may work with telephones, radio, tv, 
books, tnagaziiics, and film.* 

ihcupations trom this cluster include data processor, author, 
bookbinder, reporter, coiranerclal artist, telephone Hue wi>rker, 
lelephone operator, television direiHor, and newspaper editor: 

turkers from .the CONSTRUCTION cluster are. involved with (Jesignlng, 
hiiilding, restoring, and demolishing" structures, 
rjcvupa! ions from this cluster include highway roiid worker, mason, 
plasterer, bridjje builder, cabinetmaker, j^elder, safety inspector, 
(lufter. 'heavy equipment operator, archileet, and dewoUi Ion servicer. 

Workers from the CONSUMER & HOHEMAKJ NG cluster help to produce and 
improve food, clothing, home furnishings, and care of family 'inerobers. 
Ofcupatlons from this cluster include nutrltlortlat , real estate agent, 
appliance repairer, day-care worker, waitress. Janitor, landacaper, 
fashion designer, butcher, hotel cook, and tailor. 

Workers from the ENVXRONME WTAL CONTRO L cluster help to protect 
land,, water, and air. They also encoqrage hehlthy physical rel- 
ationships among all living things. 

Oerupations from this cluster Include ecolor.lsr . pest exterminator, 
ianltation engineer, game warden, chemical analyst, ?.oolog'lst, fire 
ff filter, conservation, officer, meteorologist, and forest ranger. ^_ 



ERIC 
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16. 



addi'tic 



cmm ausTCRs Ccortt.) 



Workers from the HBM.TH ^ SAFj^^^ clusttir help iUire. f or and repair the 
liu^n body and mind. Some care for HJiimals too. ^va 
Occupations froro this cluster include school nurse, optometrist, A 
dance therapist, surgeon, life guard, psythologly t , ambulance tirlve^ 
inhalation therapist, dental hyglenlBt% medic, and pham»aclst . 

« 

Workers Irom the HOSPITALITY & REORKATION cluster improve' the ^luailty 
of people*'s leisure time, oV^ spare time, activities^ Their work 
often involves sports, resorts; hobbies, or amusoBients. 
Occupations from this cluster include recreational therapist; hotel 
clerk, flight attendant, chef, usher, scotit leader, puppeteer, 
camp counselor, dance ins true tot,, tour Ruidc, and I i Im pro iectionist . 

Workers from the M/^iMF ACrUJR I NC clustt-r de&ign^ np'aemble, and produce 
processed goods which are not in their natural fonns* ^ 
ficcupatlons from this cluster include machinist, weaver, welder, 
machine tool op^erator, mechanic, millwright, bollermaker , shipper, 
optical technician, production supervisor, and tool and dye maker. 

Workers from the MARIN E SCI ENCE cluster study; grow, explore, harvest, 
and care- for life and minerals in and around bodie^ of water. 
Occupations fj-om this cluster Include fiih retailer, coMst ^uard , - 
quartermaster, research biologist, scuba diver, lockinaster, nav^itor. 
salvager, sailor, fish hatcliery technician, and seafood processoX . 

Workers from the M ARKETING & DISTRIB imON cluster package, advertise,, 
and transport goods and services to. make them available^ to customers. 
Occupations from this cluster include market researcher, stock clerk, 
sales representative, insurance salesperson, model, ccMHuercial artist, 
stock broker, truck driver, freight handler, and advertising copywriter.. 

Workers from the PERSONAL S_ERVXCF. cluster perforn. a wldt- variety of 
tasks from drycleaninrr to dog grooaluK in order to make life more 
comfortable for individuals. . - . ' 

Occupations from this cluster include animal groomer, chauffer, 
minister, caterer, cosiiuBtologist , mortician, barber, tallot, jeweler, 
walteir, liiterlor decorator, housekeeper, and shoe repairer. 

Workers from the PUBLIC SERVI CE cluster protect the rights, property, 
and general well being of coaiaunifey members. 

Occupations from this cluster include state s^i9t4>r, researohcjf , 
town mayor, 'mail carrier, police officer, coart^tepOrter, national 
guard, public park attendant, parole officer, and 9anitat±on worfter. 

• 

Workers from the TRANSPORTATION cluster help to move people and fgxyds 
from one place to- another, 

Occupations from this cluster include airplane pilot. avi^meChM%c, 

security agent, railroad engineer, bus driver) f<eigbt- Kaiwlcr^ 

inspector, dlesel mechanic, dispatcher, fwr^»anfc marine^ and tCfiervWonlst. 

C-3 V 37. 
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additional copies 




cost 



CLUSTER QUIZ 



Read the list of occupations below. TKen write the nane of the 
■career cluster (s) th^t you think each occupation belongs to. , 



1. TAXI CAB DRIVER 

2 . CHEF 

3. OPERA SINGER 



4. ^LAR HOME DESIGNER 

5. DAY CARE WORKER 

6. NAVIGATOR 

7. tOMPUTER PROGRAMMER 

8. X-RAY TECHNICIAN 

9. TRUCK FARJSr 

10. SIGN PAINTER 

11. SHOE REPAIRER 

12. FIRE FIGHTER 

13. DISC JOaCEY 
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I 

•^•—•heCp yourself 




Now that you know what CAREER CLUSTERS ar^ do some personal «^^^'^t?^|«>5^ 
reseatxh. Think about the things that Interest you: your 
favorite octivities in and out of school. List three- of 
these QctWitles in the spaces below. 



1. 

2. 
3, 



Think of one ocApat ion"* that is related to «ich of- these oct- 
ivities, (Use your iflUginQtion. ) list them below* 



OCCUPATION 



CLUSTER 



1. 

2.' 

3. 



Then, next to each Job or occupation you've listed, name one 
career cluster to which it hel^gs. 



Use OccuegtionoL Resources. 'ExelQLllB. QaCfifeO/ EnoycJpMdia 
Of Corners, the nrrnpntional Outloc^ tlJiKlMk/ or other career 
related resources to find out more about the career clusters 
ypu've listed. . . 

Next, identify on occupation that interests ^ou. Look up . 
specific- information about this occupation: job requirements 
(training and education), on the Job tasks, tools^s eauiptaent/ 
chances for advancement. Job demand (nuiflbar of future opening 
and conpetltion for Jobs).- salary, and benefits available. 

Use the Research Sheet on the next pos^, to record jrour finding. 



Cluster Title 
Job Title • 



Job Requiren«nts. 

\ 



Job Sescnptlon 



Tool5 cwd feuipment 



Chances for Advancement. 



Job DenKind 



Salary cn^ Benefits. 
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WRITE AWAY 



After you've researched an occupation , 
that interests you^ write away to find 
out more 



OR 



Write away to find out about an occupation 
you know nothing about. - ^ 



Follow these directions 




W-1 
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4 




I 



The United States Department of Labor, trade unions, and professional 
associations are all good sources bt career information. Each type of 
organization offers facts ahout hundercds of occupations. Just write to 
one of then and ask. You can learn about: job tasks,, training needed, 
advancement possibilities, necessary preliminary exams such as civil service 
tests. Job demand, and othe/ helpful facts and statistics about one or 
more occupations. y 

y 

On the following page/, tw addresses are listed for each career cluster. 
Other addresses can be found in the Encyclopedia Of Cay^ers at the end of 
each occupational descripti^^ If you are already Interested in a specif 4^ 
job in your atea, look for an address in the Yellow Pages of your phone book. 



When you find an address you want to use. look at the SAMPLE LETTER OF INQUIRY 
on page Wr^- «lead it over and note the format as well as the content of the 
Ictt^. Pbllow the same format when writing your own. 



ERIC 
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S0I1E HELPFUL ADDRESSES 

(All addreaaes' are listed by cluster.) 



AGRIBUSINESS CLUSTER 



ARTS and HUMANITIES CLPSTER 



U.S. Department of Agrlci^^re 
Washington, D.C. 20240 

Fish and Wildlife Service 

U.S. Department of the Interior 

Washington, D.C. 20240 



National Assn. of Schools of Art 
One Itopont Circle, N.V. 
Washington, D.C. 20036 

Anerican Guild 

of Musical Artists, Inc. 

1841 Broadway 

New York, W.Y. 10023 



BUSINESS and OFFICE CLUSTER 



C(»glUNICATI0N and MEDIA CLUSTER 



l^ational Assn. of Legal Secretaries 
(International) 
1574 Bast 21st St. 
Tulsa, Okla. 74114 

United Business Schools Assn. 
1730 M St., N.W. 
Washington, D.C. 20036 

CONSUMER and IK»1EMAKD^ CtUSTER 



^^ational 'Cijwsltttee. on Uousehpld Eoploysent 
1725 K St., N.W. 
Washington,' D.C. 20036 

Council on Hotel, Restaurant and 
Institutional Education 
15522 K St., N.W. 
Washington, D.C 20005 



American Neiraipaper Fubll8h«r's Assn. 
PO Box 17407 
Washington, D.C. 20041 

The National Assn. of Broadcast 
Employers. and Technicians 
80 l^st Jackson Blvd. 
Chicago, 111. 60604 

CCmSTRUCTIOS CLUSTER 

National Assn. of PlumbinR- 
Heating-Coollng Contractors 
1016 20th St., N.W. 
Washington^ D.C. 20036 

Associated Gensral CoaCractors of 
Aiierica, Inc. 
1957 E St., N.W. 

m 

Washington, D.C. 2(KX}6 
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■ EgyIRO^ PffiNTAL CONrkoL CLUSTER 

Association of American Geographers 
1710 16th St., N.W. 
Washington, D.C. 20009 

American Geological Institute 
2201 M St., N.W. 
Washington, D.C. 20037 

ft 

HOSPITALITY and RECREATION CLUSTER 

National Recreation and Parks Assn. 
1601 North Kent St. 
Arlington, Va. 22203 

National Industrial Recreation Assn. 
20 North Wacfcer Dr. 
Chicago, 111. 60606 

KiVRi vr scif: .-e clust er 

* • 

American At;? 1. for Oceanography 
1730 M St. , :j.w, 
Washlngtofti D.C. 20036 

American Fisheries Society 
1319 18th St., N.W. 4th Floor 
Washington, D.c\ 20036 



HEALTH and SAFETY CLUSTER 



American Itental Assn. 
Cot^icil on Dental Education 
211 East Chicago Ave. 
Chicago, 111. 60611 

The Aiaerican Dietetic Assn. 
620 North Mlcfaigan Ave. 
Chicago, 111. 60611 

masufactprub; cli^ter 

United Steel Workers of America 
1500 CoBBBonwealth Bldg. 
Pittsburg, Penn. 15222 

International Assn. of Machinist 
And Aerospace Workers 
1300 Connetlcat Ave., -N.W. 
Washington, D.C. 20036 

MARKETING and DISTRIBimON CLUST E!t 

Sales and Marketing &cecutives 

International 

630 3rd Ave. 

m 

New York, N.Y. 10017 

« 

American Trucking Assn. Inc. 
1616 P St., N.W. 
Washington, D.C. 20036 



/ 
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PERSONAL SERVICE 



PUBLIC SERVICE CLUSTER 



Journeymen Barbers, Hairdressers, 
Cosinotologlscs, and Proprietors 
International Union of America 
4755 Kingsway Dr. 
Indianapolis, Ind. 46250 

Shoe Service Institute of America 
222 West Adaos St. 
Chicago, 111. 60606 



National Assn. of Letter Carriers 

« 

of U.S.A. 

100 Indiana ^Ave.. N.W. 
Vashington, D.C. 20001 

National Assn. for Social Work 

Careers 

2 Park Ave. 

New York. N.Y. 10016 



TRANSPORTATION CLUSTER 



International Airline Pilots Assn. 
1625 Kassachusetts Ave. , N.W. 
Washington, D.C* 20036 

Auton^tive Service Industry Asan^ 
230 Michigan Ave. 
Chicago, 111. 60601 
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LETTER OF INQUIRY 



R.0.7 Box ZOi 
April 30. W?l 

Mr. Sack Wflrren 
Asso<;^afed Air WorKcns 

lasUr Avenue ^ * . 

Jersey 09Ft' 

bear Mr Wflrren -. 

I m prescMfly fl sopheinorB al" Fi»\irlttr\e Higf» 
School . The sophomore class is Involved in researcKinj 

flr traffic cofrfroller fls an oauprt^ion lor my tuHire 
Please send me flll -H^ . inlormafiort you h«re 
flbftuf on-Hie-y>b 4t»5Ks of air^Wtfic ConlroHgtr as 
M«J1 fls -k -Irainirg -jhey nce^J , chanees tor fldwin^menr, 
(»>d -itie demwid -br Ar ^<*fP«<^ omfroHers in -tt>c 
Nerttwasl- during -Hxr ncjd" we v/cars. 
. TlianK. yoiA very Mueh -for your hrfp- 
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LETTERS OF INQUIRY * 

Let's talk about format and content. 



Use a busloess letter format for a letter of inquiry. Study the sample 
letter on page W-6 before you begin. To be more sure of a helpful reply, 
*lt is best to find out the naae of the person to vhwi you are writing . If 
this is not possible, there are several other greetings you can use, such 
as: Dear Sir: 

Dear Madam: 

Dear Sir or Madam: * 

Dear Interested Person: 

Dear Gentleperson: 

To whom it may concern: 



/ 



Usually, a letter of inquiry has three paragraphs. You can have more if necessary. 



/but try to keep your letter short and to the point. 

In the first paragraph, identify yourself and the purpose of your letter. 

In the second paragraph, ask for the specific information you want. 

The last paragraph is the place to thank the. person >you*ve written to. You 
may also want to say that you are looking forward to a reply. 

The closing of the letter should appear on the right, in line with your address, 
beneath the last |>aragraph (see sample on page W-6). Use an impersonal i 
closing such as "Yours truly" or "Sincerely" with your signature beneath It. 



Type It if possible. 




Business -letters should be typed to keep them short and legible. But even 
with a typed letter, your handwritten signature must appear at the end. with your 
name typed beneath it. If it is impossible to have your letter typed, be sure 
thnt it is especially n^at and legible. 

w-7 63 
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It's important to make a rough draft of your letter. Use a pencil to fill out 
the letter of inquiry GUIDELINES on the next page. ^qIIow a business letter 
format* ^ ^ ' ' 

Once your rough draf t 1^ completed, read it over and correct any misspelled 
words or graaaaatlc^ errors. Make sure your letter is clear and to the point. 
Then, ask your teacher to read your letter over and suggest any changes needed* 

When you are satisfied with your letter^ copy It or type It onto a clean ^ 
sheet of white unllned paper. Type or print the destination of the letter and 
your return address on the front of the envelope. ^ 




ERIC 



W-8 



64 



48. 



GgiDELINES FOR 

A LETTER OF INQUIRY 



0 
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KEEPING TRACK 



It's a good Idea to keep track of the letters you write and the responses 
you get. The names and addresses of the people who have contacted you are ^ 
useful for future correspondence. Keeping track is a way of recording important 
infon^ation that you may want to use in the future. 

Below, list the name and address of the contact you've made by waiting away. 
Then list the important information you gain from their response. 

1 

LETTER SENT TO: ' : ■ 



DATE: : 

LETTER RECEIVED FROM: 
DATE- 
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PREB^JUS FOU GETOMG A 3QB; 



RECORD THE E\CTS ABOUT YOU 



This la the t'iiue lo ytart a rucoid oi tacts about yourself. This 
record' of facts (in the form of fact sheets) will help you answer ques- 
tions that employers wlU piabably ank. The fact sheets on the next 
few pages will also help you to ffU out job applications, write a 
resume^ and enjoy successful jol) Infervlew.-.. 



1. 



7. 



Fl-11 In the fact sheets careful Iv .and keep them In a handy 
place. That way, you'll have the Intonuatlon you need 
whenever you need lt>WVnswer all of the. qu^stlunt?. 



We*ve explained some job getting liiino (fjpec lal terms) in 
parentheses. Make sure you know the 1 inj.;.<' because It's 
very important that you underst;ind the .ipplicat ions you'll 
be fil ling out . ' ' 



3. 



Keep your personal records up-to-daTi'. Add to tfte fact 
sheets whenever you get a job or hnvf other new Infor- 
mation you'd like to record. " 



/ 



L. 



PERSONAL FACTS 

Name: . ; 

Birthdate (month, day/ and year): 

Address: : ^_ - - - - — 

Telephone #: _ .„ ^ Social Security #: _L 

Marital Status (one you slbglfe/ mrriedy widowed, divorced?) 



In case of emergency, notify (call): 

NCffne : - ~ * 

Telephone . Relotlonsbip: 

Position Desired (the naiie or ti.tle Of ihe job you want: 



/I 



iddi t iona i copies 
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FACTS ABOUT YOUR EDUCATION 



Mrite down the names and addresses of all tbo schools or other 
t>duc^1otia] ^ro^rams you have attended. Recall the dates you attended 
9Ac\\ place aitd T'^ond "the months and years you attended. For example, 
9/7*1 - 6/75. Finally, write dojgi the hlHhest ^rade level and/or the 
names of* the courses you've 



High School: _ 

1 

.Address: v 



i down the 



to 



Skitis attended: froni 

:rn;(/ral courses (including sHofb voc. edJ, 



"Vdcci^ional Training Or Other Educational Programs: 




\me.s ot tended: from. 



to 



Cuiirses or degr.ee completed,: 




RECORD YOUR ACTIVITIES AND INTERESTS 

Tills is an Important- section becatuse it tells an emproyer -sotuei- 
thlD^^ahout your vaj^ues^ and your personality. List the tKibbies, clubs^ 
and activities you really enjijy.; What do you like to do In ybur free 
"tlni^? -You may also want to list school subjects that Interec^ you^. 

- ^ 



^ r^. I\\ /') 



0-3 



53. 



YOUR WORK EXPERI,ENCE RECORD 

Employers wAnt to know where you've worked before, afld what kind of 
work responsibilities you've had. Read the ^t^^^^'-jf 
£111 out the fact sheet whic»,beglns at the bottoia of this page. 

1. -Employer; List the names and addresses' 0^ the places- where you've 

worked. (Your supervisor is your boss.) ' 

2. Position: Name your Job titles » such as "mechanic/s assistant." 
"waitress," etc. 

3 Tasks duties, responsibilities: Describe. the work you were re"* 
* sponsible for, such as "washing dishes." "selling jewelry, etc. 

4. Hours: For exaa^le, "20 hrs./wk." .. 

- 5 Wages, salary: How much' iponpy did you earn per hour. week, or 
year? "$3.75/hr. ." "$100.00 wk." etc. 

6. Reasoh for leaving: NEVER PUT THE BILAME ON ™^ ^"^^^^ 
state an accurate. POSITIVE reason for .leaving a job. «o»e Rood 
^ reasons Include "I was laid off." "I got a better paying Job. 

"I left to spend more time on my schoolwork. 

list your work experiences starting with your nK,st recent P««it*°"» 
including Ihe job you Lve now. The next Job on .he list « f be the 
position you held right before yt>ur. most recent position. If you ve never 
been paid for your worfc., practice by desjrlbijig unpaid Jobs you ve had 
such as "babysitting," or "yardwork." 



Employer: 



Address of business :„„ 



! - 



Supervisor: 



Position:'. 



Responsibilities: (List big responsibilities'jf ii 



rst)* 



Ijates^employed:. . frm^ 

Hour^: _iL_- 

Reason for leaving: 



to 



Salary: 



:AddlttonaI coplea 




WORK EXPERIENCE (cont.) 



able at cost 



1 Employer:, 



Address of business: 
Supervisor: 



Position: 



Responsibilities: (List big responsibilities first). 



■Doivs employed: from. 
Hours: ■ . 



to 



Salary: 



Reason for leaving: 



. 1 



▲ 



REFERENCES 

» # 

.Siivl6y«ra wan* -to ture tha* fint^ m r«liable-a«l twtworthy. bo 
tKfiV <yftfin ooiit^ feoplA %Ao knoajou^ These penpU? are your REFERENCES , 
Ny^CL tha naMS. ^oi Wtle*, ^rtaais. and telephone niaabers of the people 
Vho can put in m f6od word for. you. -If ypu can. name people^ %»ho have 
mpoASible Jobs In yoor ccwmunlty such as teachers, »hop managers, ot 
police office**/ Mewr wse a family nieiaber au a reference. Always check 
Nltli tte pai|>le you want to use as references Iffefore, using their nawes. 
tAst t/ir«« referenceH beloi#. * 



NCTO: 



. Position: 



'Address: 



Telephone 
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Position: 



Address: 



Nome: 



Telephone ff-^ 
Position: 



Address: 



Telet)hone U: 
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USE YOUR FACT SHEET TO HELP YOU. FILL OUT 



JOB APPLICATIONS 




• ' Now'that you've completed your employobillty 
fact sheets, you are ready to fill out a sample 
job application. 

1. Fill out the scHnple application on pages 0-7 
and 0-8 lightly in pencil first. 

2. Check for neatness and mistakes. Ask your 
teacher or counselor to double check. 

5. Then/ use blue or block ink to fill the 
application out. 

^. Don't leave any blank sections. If a ques- 
tion does not apply to you. write "NA" (which 
means •'does not oppW) at the b^inning of 
the space or^drcw a line conpletely through 
the space. 



r-s A A 

addii ill. 1. 1 1 coftiuB 
(CHOICE 




iBLE 
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SAMPLE 



JOB APPLICATION 



PERSONAL 




ava 



NAME . 



TEUEPUONE # 



* (Last) 



(First) 



ADDRESS 



(Street) 
SOCIAL SSCU^ITY # 



(City) 



(Zip Code) 



DATE OF 



CITX2ENSHIIP 



VKtEMN STATUS 



MARITAL STATUS-*^ 

MO, Of m^mtuBxts 



AHSUei THE FOLLOWIIK; QUKSTKHJS by OffiCKING "YES'* OR "MO." IF tOUR AWSWER TO AHY IS 

YES, GIVE A DETAILED EJCPUMTJXm BKLOM, 

■ 

HAVE YOU ANY PHYSICAL DEFECT, DISEASE OR JflSAMUTV? VfiS □ .«0 [_"] 



HAVE YOU EVER HAD ANY MENTAL OR NERVOUS &XS6ASC, OK 
BEEN A PATIENT AN INSTITUTKMI W THE TREATMENT 
OF A MENTAL DTSORDER? 

HAVB YOU EVER BEEN DiailSSED (FIRES)) FftDM ANY 



YES^ NOO 



HAVE YOU EVER BEEN ARRESTED FOR OR CONVICTED OP ANY / „_ 

VIOLATIWI OF THE LAW EXCEPT MIW)R TRAFFIC VIOUTJOtS? YES LJ HO j 



IN CASE OF EMERGENCY, NOTIFY 



NAME 
AOpBKSS 



TELEPW^ # 



RELATXOI^HtP 



WAMK /tf«D ADDRESS OF SgiOOL 
ELBffiOTARY SdiOOL 



EDUUA i lUN 

DATES fiirrmm^^lJ>sx rSj^P3J}£^}^Bi-^J^^ ^^^^^^^^^ 



t 

HIGH SCHOOL 

r 


* 


VOCATIONAL SCHOOL. COLLEGE 


m 


OTHER SCHOOLS, TECWWCAL 


■ 1 « ■ < ^ 


TRAINING, SPECIAL COURSES 

t 


• 



WORK EXPERIENCE 



NAME. ADDRESS, & BUSINESS OF 
EMPLOYER, NAME QF SUPERVISOR. 



DATES 

BffLOySO TITLE & DUTIES OF YOUR POSITION 



WEEKLY 
SALARY 



NAME 

ADDRESS 
BUSINESS 



SUPERVffMMl— 



FROM 



TO 



NAME 



ADDRESS 



BUSINESS 



SUPERVISOR 



¥KCM 



TO 



NAME 



ADDRESS 



BUSINESS _ 
SUPERVISOl 



additional copies 




FROM 



TO 



BP NOT WRITE BELOW THIS LINE 

INTERVIEWER'S REMARKS 



0-8 74 



3H. 




? 





( ^ 

A resume Is a sun^ary of your experiences and eoployablllty strengths. You 
will slve It to a prospective (possible future) employer when you aite intereste 
m a )c.b. Resume's are required for many Jobs, and preparing a resume' which is 
not requited shows an employer that you care about getting the job. an4. that you 
are willing to spend some extra time working toward your goal. Tias makes a good 
first Impression! 

* If yoM »ffe filling out a job application, why write a resumf;'? 
~" J„b applications are designed for the employer's convenience. Eyery appll- 
.atiM. iH the Sam, and Job applications leave little room for individuals to 
show how th^ 4ra different or special. You design your own resume to present 
your best qo*Uttes *nd aasets in w^ys that show yaur employer why YOU ARE THE . 
RIGHT PERSON POR THE JOB. . A tesW sh^uU tall employer these four things: 

1 . *^at you have done , 

2. what you can do, 

J, what you are Interested In, and 
. 4. what kind of job you want. 

Since a food resume' emphasizes experiences you've had which make you suited 
,.r a particular type of work, you may want to write a different resume' (to 
^.mphaslze different experiences) for each type of worltjroujapply ior. 




Read the sawie resumes on the next two pages 
on page 0-12 to prepare you for writing your own. 



0-9 



Then read the instructions 
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Geneva Dobbs 
Rt. 3, Box 72 

Wallkill, Hew York . 12589 
Telephone: (914) 895-8773 

FOSITI(»< DESIRED: 
PERSONAL INFORMATI(»I: 



Y^th Counselor ' 

Birthdate: 3/17/64 
Marital Status: Single 
Height: 5*3" 
Ueight: 105 pounds 
Health: Excellent 



WORK HISTORY: 
Part r^ae: 
3/79 - present 

Full Tiae: 
suaaier 1980 



Volunteer at weekly Girl Scout meetings: 
Supervised gaTOS aaad activities. 

Counselor for Handicapped Children; 
Assisted in recreation, food, and evening 
chores of 10 wheel chaii'-bound teenagers. 



EDUCATION: 

1977-Present 



HOBBIES AND INTERESTS: 
SPECIAL SKILLS: 
CAREER GOALS: 
REFERENCES: 



Wallkill High School, / * 
,Wallkill, New York 1258S 

General Courses: Math, ^lish. Science, Social 
Studies. ' 

Reading, swiraiing, crafts, 4-H Club member, 
photography. 

Typing, Junior Llfesavlng 'Certificate, 
Basic First Aid Certificate 



Work with . children in a teaching capacity. 
College education. 

Ms. Virginia Hamill, English Teacher 
Wallkill High School *^ 
Wallkill, N. Y. 12589. (666) 354-2121 

9 

Mr. Jaaes Painer, Guidance Counselor 
Wallkill High School • 
Wallkill, N. Y. 12589 (666) 397-9964 




Hew York 12561 
Telephone t ($14) 255-2314 



i/utcmotdve Stop 
HBdMiical I^FBifiikg X aad XI 
Ifstal Step 
Bl«c*tic^ 



OCCnPATI(»AL GOAL : 
Autonotivo tfechanic 
EDUCATIffl ; 

Hew Palts High School 
Nev Palts. New York 12561 
Graduated 6/79 

. COURSE WORK ; 

&i4lflish' 
Social Studies 
Hathanfttlcs 
Wood Shop 

CLASS RANK : 

Top third of class in shop courses. 

SXTRACURRICULAR ACTIVITIgS : 

Track ^eaa 
Soccer Team 

Photographer for school newspaper, Zhft fifiiifi.' 

HOBBIES ; ' . 

■ i' 

IPhotography 

4~H Club, Tractor Division 
WORK KXPKRIENCS : 
June 1979 - Present 



Susaaer 1978 



REFERENCES ; 

Mr. C, P. Harvey, Manager 
Harvey* 8 Service Center 
22 Main Street 
Mew Palts, N. Y. 12561 

Ms. Joyce IGftUogT* ^^^^ 
West Street AutoBotlve 

45 Weat StMt 

New Palts, H. Y. 12561 



ilanray'a Service C«»^> ^ Streat|- 
HeM Mow ^rk 12561, 

aa« MtMaant > 

llMt fttxMt^ AuMDtlm, 45 Stmt, 

N«9 Palts, New York 12561 

Car Washer and General Srran4 Boy 



(452) 331-4577 



addit 



(452) 355-7868 
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1. Before you begin writing, decide on a Job yau want, and look over your 
fact sheets carefully* 

Begin writing your resuae. Include your name, address, and phone number in 
the heading of your resuae. ; I 

3. Name your "occupational goal" or "position desired" (the job you want). 

A. Describe your experience* Include categories, from your fact sheet like Edu- 
cation, Work Experience, Special Interests, and Hobbies. 

5. List categories auch as Special Tratomg, Travel. Volunteer Work, or General 
Career Goals which will help you show bow yon are Apaeiai wid right for the 
job. Include skills you've learned which will help y»i perforw the job 
well, and list any honors you've been. awarded. 

6. List references, including job titles and phone mmbers, or state that 
references are "available upon reqAest." ^ 

7 Write a rough draft of your resuaa on the next page. Check it over for mis- 
' spellings and mistakes, and ask your teacher or cowelor to double-check. 

8. TYPE YOUR RESUM^ or h«v^ mMme else type it for you. Typed information 
is easier to read than handwritten information, ami it looks better. Em- 
ployers will look first at i^t looks Hatj 






WRITE A ROl»H DRAFT OF YOtm llESlt^ 




ERIC 



/ Check Yourself 

Noiir that ycHiVe vrlttea a reitime, use this checklist of employability 
skills to help you evaluate (judge) how ready you are for success In the 
working world. If you are honest with yourself, you may learn about your 
raployability strengths, and about the skills you need to work on. Use' 



addltjLonai Qople- 
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SO. 



HOW OFTEN DO YOU PRACTICE THESE 
EMPLOYABILITY SKILLS? 

* 1 - 


Almost 

This is 
one of 
ay ep^loy- 
ability 
strenafths. 




J. ncvu vo 
work on 
this 

SKllla 


1« I dress appropriately xor tne joo i m aoxng* 








2« r get to school, or wo tk regularly axid on time 
unless 1 nave a gooa excuse. 




— 




^ — ^ ^ — . 

3. I call peoples vltQ depetuTon tte when I'm going 
CO De lace, vr ik «4 k nuu ^iuxsik anww u|i* 








4. I keep my word. 






- 


5. When people ask me for help. I lend a hind if 
I can. 








6. I iBay "thank you" when smtone does me a favor. 




f 




7. I nake sure I unoerscana wnac s expeccea or me 
before I begin a Job or project.. 








B. When I'm working on scpie thing, i try to do my 
beat. "■- 1 

s 








9. \ ask people to help me when I'm vN>rking 
toward a goal. 


- 






10. I read about things I need to know in order 

Tr% Hn Hood liork. ' 

|^%#v*a w M' * ^ . 








, \ « 

11. I think about my past experiences when making 
a decision or setting a goal for myself. { 








12. I keep my personal fact sheet up*to-date. 






1 


13. I fill out applications and forms neatly and 
accurately. 








14. I can describe the skills I use, and ^he U«ka 
I perform at Mch job I do» wifibn asked. 
.... ! ^ , — : r- 








15. I leam all I can from each job I do. 

r, 1 ^ . ' 
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1/ yjvj 

A "cover letter" of introduction shfould always acccnapany a resum/ which is 

sent through the mail. Your cover letter will let an oaployer know a little 

more about you* and It's your opportunity to ask for an intervl^. , \ < 

7 

There are tvo types of cover letters: ^ 

Send one type to an efiq>loyer iiho has advertised an available position. 

Send another type to a place Which interests you, but which is NOT 
advertising fot^ esi^loyees. You can find the names of such irork places 
^n theltellov Pages of you^r ^hone In^ok, in libraries » in guidance offices, ' 
on bulletin boards. Keep your ^yc^ open! ^ 




Your cover letter is usually your Introduction to' an ^ployer, so make this 
first ippression a good impression*. heat cover letter shovp an ^ployer that 
you have^good vorK Iwbits (that you're careful about appearance and detail)^ which 
is an important employabllity skill. ^ Read the sample cover letters' on the next 
two pages, and follow^ the steps below to prepare yoMt own cover letter of 



in|:roductioi>. 

1. Find out the 'name of the perscm who does th^ hiring. Address your letter 
to this person. '1 ** - 

2. V^ite neatly In ink, or/tyt>e, on unlined paper: If you cftoose to write 
the letter by hand, put/lijied paper underneath the paper you're writing 
on, so that you can^see the lines beneath. That way, ^our handwriting 
will not tilt, up dr dc^. 

3. Ask soKcme to check ;j^ur letter carefully for spelling and gr^GMr 
mistakes. This letter should be perfect* 

4. llse correct business letter form. Use the sample letters as imdels. 



5. Hake sure your letter doesn't ramble on. 
businesslike (to the point). 



It should be short and 
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8 Box 496 
•ODyHan« Hlssourl 86642 
$e(>teBier 3, 1981 



Mr. Frank Webelo 
Uebelo Farm Equipment 
471 Lucas Avenue Turnpike 
Doxham, Missouri 86642 



Dear Mr. Webelo: 

I'm appllng for the -job of "far« fequipment salesworker" whKh you advertised 
in the Doxham Free Press on September 3rd. 

1 recently earned my high school equivllency diploma, and as you can see 
from my resume', I've been. using and repairing farm equipment for more than 4 
years. I have been an active member, of the Doxham 4-11 club for 5 years. " I 
believe that this 4-H experience will be helpful to me In sales, as I have 
given many presentations ahd demonstrations yearly at County Fairs. 
I enclose a copy of an ariticle from a local newspaper which describes an 
award ceremony in which I recieved a blue ribbon .in 198^. 

I'm sure I could do a good job for you as a "farm equipment salesworker." 
I would appreciate an Interview with you at your convenience. I can be reached 
by rbone at 558-8893. 



Sincerely 
Theresa Flndall 



' IS /I ^ 
additional copies 
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• * * * ■ 

^orsidt Winery ^1 .^n 
.Kivasidc Road - - • ' 

' MfldiWj New YorK / 

• Dear Ms. V/eldrt : V 
^ ' I aw» l^.yanrs dd and haire jusf CAmplgHd ray 
, mnie*' ycair^ftl- Madison Mi^t School. IW Ya^ irjWcsl<5d 

v\ VKM'Kmg aV ^r^^Bflry as a ■b>j«' ^u\d^ -fkis siii«»»wr. 

As you con -Imn -Hiig.-'rEsuwtf' attacM -W Tii»s 
letter, I'ife had sol« o(|^ch«tt(X. And 4Vi^ugh iVe^ 

wiih people.. * TV -ffl44fiat- I s|>o?K Spaiiisli may. 

Besides jiVdji^ -Wi^, law viery/mWesM 
iin lettm'iM flbwr W»W mak'tna flnd-sbraac . If yau ^ 

your cmven'iflicc. I Can be rdiMi by telephone ~ 

■ Sihccrely/ 

Rudy Mok-Hykz. 

. • . .• \ 



Cover Letter Continued 

DID YOU NOTICE? 



1' 



The first sample cover letter written In r^podse to a HCUP WANTED 

Theresa Aentioped . ■ • . , * ^ j* 

1) the title ot the pasitldn »He'^ interetfted lo^ ^ , ^ 

2) where she saw the ad. .- ' 

• ' - • , 
Ttie bmM assets, letter shows Irttereitt in a JoS at* «- Vt*ftry which has not 
advertised for a tour, guide, so Rudy . . . 

1) expresses, his ^Inteyresjt in wbrking at thA winery, and « 
' 2) mentions the position hft. fetfl^ qualified to fill. 




.really V 
. Thouorir or rmt^ a ncw\ 
ewtofe^ce. But niis * 
\tikr 15 neeHy writfen 

and mvtA»^^\^^, 
sounds yrnercstecl ana 
5incere. r (1 jiyc hfm a 
tcf^m i)im in 



NOW iT^'s Tife FOR younro a cover ,letter of intr^tiwi. 



LoA over your rdauKie and bring it up tc^ det«. - T*e«> use your restm,^ to help 
you write a good cover letter. Use your cover le*tej-to aiphasize the strong • 
points of your resuae, the' parts which show that ypu are quallf ied^for THIS- job\ 

Write a rtfugh draft 'of your ^cover lettut^on the next^ page, and ask aoweone t 
correct the mlstakas, - Then copy it? over or type the letter and attach it - to ^ . 
your\^h draft. Wean use it as a model for the t^^r letteK-jtou write in 

the future. ' • ./ ' ' , 

Don't fprget to. ask for an interview, and lea»/e your fcelcylione nuipber If' 



f 



■ /• 

/ 



WRITE YOUR COVER 'LETTEH HERE. 



• • • • 




EMPLOYABILITY CROSSWORD 



. n.\j I IJ I 1 ] 1 

The crossword puzzle on tite next three pages 

will help you reroorier s(^,of the t'hlr\gs 

I I « 1 • 
you've learned in this worKbook. ftost of 



] 



the onswers con be found in this bc»k* so 



I 



u^your reading skills, and enjoy this 

'1 
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ACROSS . . » 

1. Sofneth.{ng you need before you apply for a job. It coMes on^ card. (3 words) _ 
n. A note that says you owe money. 

12. A. small child, but not a baby goat. . 

13. Three types of resources are reading, ^pe^'ience^ and ' 

15. The opposite of yes. 

^16. Not Of? time. 
^1-7. Qne*s work or ^profess Icmi. 
22. One \iAk> Is Morshlpped. ' ' • , 

2*1.''" Punctual . . 

25. A can write you a letter of inec<^nniendaii(CMi. <- 

A ^ holds back water. % . 

28. A newspaper Job listing. 

29. A list of facts. {2 v«ords) 

31. A reference book whfoh shows maps of tiie vior\^. 

^k. Hay be a nanny or a billy. • * ♦ 

35. Another way of saying "aptitude test." 

. 37. Fami ly; ^ftolks. ' . . . - 

38. Two, too, . . r 

fi2. Past tense of 0%k DOWN. 

kk. A form filled out- ^^n seeking anployment . (2 words) 
kj. Physical education class is held here. 
^9. Bri^n Royce's Initials. 

51. f4oney paid on a regular t»sis for work done. #r • 

52. Special scfwol office where students can get advice. 
55. A golfing term: for the course. 
5J. Ursula tand's initials. 

' 58. Dressing appropriately for the job you* re do* j« « 

skill. (2 words; see page 15. WK-l) 
59. A fact sheet which' describes your past viorK and educational eji^riences. 

You'll use it when looking for a job. . 
61. Same as #15 ACROSS. . . i 

66. Being somewhere every day. (2 words) 

70. Initials used In filling out forms. They mean "doc* not apply/' ^ 
72-. Past tense of lead. » ' ■» 

74. The place where <Mie fs; one's job. 

76. A reference book full of facts, usually In *eU or \«olumes. 
80. Use the phone. 
83. Former, before. 

»86. B-lack gold. " ' * ■ . ' 

68, .re,wl. . ' 

89. ' Sajne as #57 ACROSS. * * r , 

90. An uppei* 1 Imb. 

92. iOiowledge or ."facts; where you, dial to find an unknawn pHof)« iMamber. 
9^. A unit of measure equal to 5,280 feet. 

95. A spft dHnk or type of dftal. V ' > ' 

q?.' Employers %«int workers with good work 

99. A man's title of respect.. Rhynes with "her." * '^k* 

100. Tumble over and ovSeT. 

102. A serl^es of classes. 1 

ylO^. Special school Tor occupational, training. / IS A /I 

105. Finale.. (2 words) , * ' a*»<^^,ti«j;ai42^i«8 

■ * . ' ' ■ -J, 

' ' * ■ 

DOWN • , • • 

I. On-the-job abilities anef duties. {3 Words) ,\ ^ / 

2 Card ' » A place tb^ look-up iuth»rs and iltleS; 

3. Another name for "Interest test.*' See 35* ACROSS,. U ¥»na$) 

9^- k. One who^ilres. 
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DOWN (continued) ^ 



5. A tear. !n your pants. . t 

6. Something to wear with a suit. 

7. "I" In Spanish. ' 

8. A squlrreVeats this. 

9. 'A useful resource when lost. 

10'. #25 ACROSS can give you a good one. 

1*1. This can he crescent, new^ or full at different stages. 

18. Short for "raccoon." C 

19. Walk1>ack and forth'. 

20. Same as #38 ACI^Sff. 

21. Book v^Ich lists words and their. deffni t lops. _ 
23. To be not to be. . . * \ 

27. It makes bread rise. ^ 

28. Abbreviation 'for "weight." • 

29. Another vrard for "application." 

30. Where you work Is your work . 

32. S|5ec la 1 language, slang. 

33. Article; a, t the. 

36. Dorothy's dog In Tl^e Wizard Of.Oz. 

^39. Striped Is a good fish to eat. 

kO> \there Many books are kept . 
111. Past te^se of "eat.^' 
ii3. Opposite of P.M. 
'iS. Opposite- of "puah." / 

'lt(t. When teal's fall, you . . 

^7. What you aim for.^ 

*i8. Everything that's ever happened to you. 
* 50. Something you do every morning. 

53. A type of mop. . 

54. .Someoite who gives advice. Goes with ACROSS. 

. 56. Strange. . " , . / 

60. Angry, 

62', Bigger' tharl a mouse. 
63. -Aid. - 

6^. Opposite of ^'subtracts." 
65. Rat Nolan's Initials. 

67. JShort for "advert I sei^pnt." 

68. Gives you light. 

69. Gas' lights used In advertising signs. . - • • 
71. A reward of working. Wage. • • 

73. A bone that rhymes with "flip."^ 
75. Opposite ofilfshort." 
17. A hat. . 
S78. Vftat schoois offer stuident^. 

79. l!he e£^>ty spaces »on an application. . 

80. Host villages, tt3wns» and cUles have a Chambe 

81. Two vowels; npt e, o, or u« 

82. " Guidance ctnirtselors can give you good - 
8*1. Faster. than a jog. 

85> One of Santa'^ helpers. 
•87. A kind of marital status.- 

91. Write down Information. Something yo»i pUy on a hirY»tab|e* 

92. Used In pens forr writing. 

93. Recording Company of America's Initials. 

96. And so on, abbreyl^tlbn. . * 

^ 97' A cap. * ' 

98. "Sun" In Spanish, • " 

100. Same ds I 8^ DOWIt^ « 8R 

101. LHida Smlth.'sr.lnltlal8. 

102. Oltvar Ellis's Initials.. q.22 
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It really pays to lealm aboifb 
interestB «nd Vftlufts »re» you have a 




additional copies 





available at cost 
1/ ^ >g 



yourself. When you know what your 
^Oocl Clianc« of flndlnR work you enjoy. 



ASK YOURSELF THESE QUESTIONS: 

WRITE THE ANSWERS BELOW 



Which of ray skills am I proudest of? 



Which skills would 1 like to practice dally by working at a paid jobj Nirne jobts) 



What afe say favor jto things to ^1 



mjat ara some thln^ I'd like to le-r« ^6 aboiit AlTtn* U»e mJCt few yftirn? 



Wliat 



would I like my ilfe to be lil^e 10 years frc«n now? 
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75. 



WORK- RELATED VALUES 



NUMBER THE WORK-RETJ^^ED VALUES LISTED mfiW JH OP THEIR ll«ft>RTANCE TO .YOU. 

security hftVing «any responsibilities money 

prestige being atOuind other fjeople being busy 




learning new skills 



luilepexvfeAce 



pergonal satisfaction 



CAN YOU NAME AN OCCUPATION THAT ^MJ^ MHJP YOU PIH' THE THREE RICHEST RANKING VALUES 

m 



INTO ACTION? 




Learn More About Yourself : Take An Aptitude Test 

* 

Onfi of learning irtore about yourself isP t»ke an interest or aptitude 
test Ask your teacher or guidance CDO|W«lor for one of these tests right now. 
On the lines bcW, wrlta dbwn som of the tilings the aptitude test helped you 
learn about yourself, or just write down some of the things, you thought about 
(in relation to your career) while ^»i»u tjofti; the tefi*. 





i 
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Yellow PaK*-'S of yeur fShtme. book to find the'^ames, addresses , and phone 



Microfiche containing information about available jobs in your co^unity.- 
Micrul Iche (pronounced SBy^-kro^feesh) is fbund at employment agenpies and at' 
job informatio/i centers In schools and' libraries. 

Trade and professional Journals (magazines) such Ceramics ^Mo nthly or Pop- 
ular M echanics to find out about employment trends and opportunities in your 
field of interest.- ^ 

Civil Service announcements in newspapers, to^ halls, post offices, and 
employ^nt agencies* (Civil Service work is 'government work* Firsts an 
exam is taken, and those with the highest scores receive available jobs.) 

Reference pamphlets and bobkf^ such as E ncyc lopedia Of (^reers to learn about 
various occupations. 



Newspaper HEU' WANTED ad«^ 



Work places in your area. Walk the pavement and ask questions for first- 
.hand information. x - * . * 

Job information centers in libraries and schools/ ' 

Enlistment representatives from the armed forces. * 

Labor union offices, especially if you're intfi.rasted in learaing a trade 
through an apprenticeship progr^ (a chance to earn while you leiitml. See 
section A of thl^ book« ' " , - ' / 

Employment i^^encies. s, 



To leam »ori> about public and) private enploynent agencies. 

To learn more about newspaper UELP-.WAKTED and IttSlTJDN UAKUBO ade. 
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^ EMPLOYMENT AGENCIES 

, - • • • 

♦ available at 
. 1/ ^ \J 

Public and private employment agencltia are Important job-^ettlng resources. Job 
Counselors work at botli types of agencies to help you find wprk tiuit's right for 
you. Counselors do this by asking you questions about yourself. They may alao 
give you^fomui to fill put, or aptitude tests similar to the ones that guidance 
counselors ' of fer. [ 



The job-getting services vie provide include giving aptlUide 
tests and keeping a personal file on each of our clients-. 
Vte charg* a fee for our services. 

Tell us what job you'are^looking for, an^ .wKen 
we. find one for you, you pay us a small 
percentage of your first year's salary. 



PUBLIC 

EMPLCm^T 
AGENCY 




PRIVATE 
EMPLOyi^NT 
AGENCY 





itate taxes pay for 
tt>e job^-gettlng 
services we offer, ^ So 
when you come to us .for 
lip, you don*t pay anything 





Counseling !^ available^ antl 9ur clients can do some research 
on their own' by u^fng microfiche {pronounced m^^kro-feesh) 
rea^rs. Microfiche readers are like TV screens^ where you can 
read many job descrlptlmis. WY^n people read alK)ut a Job that 
Interests .them» we help them contact enp>o^ers. 



mCBOFICHE 

Below is an example of one of the hundreds of job descriptions aVftflable to yoa 
on microfiche. Notice that the description includes 1) i^K title.* 2) wht-ther the 
Job is full-time or part-time, 3) the .number of days to be Wori»d» 4) hourly, 
j5) training and experience needed, and 6) on-the-job tasks. • » 




1) STOCK CLERK 
'2) FULIMIME, NKHITS 
3) T,W,.T,F,S 



4) $5.75 PER HOUR 

PAID WEEKLY *v , 

5) EDUCATION: HIGH SCHOOL 
EXPERIENCE: 2 tEARS ^ 
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6) ORDER STOCIf 
PRICE ITEMS 
SET UP DZSPL^yS 

BEfT'COPY AVaIaBLE 



^iXTRA: extra; read all about IT: 





NEWSPAPERS 



JOB-GETTING INFORMATION; ' EXTRA: 



Newspapers are an in^jortant job--gettlng resource. 

Get told of a newspaper N(Hi/, and turn to, the '*'classified** 
sect! oil/ 

fk)tice the tv« di f ferent\ki nds of job-getting a^ds; 
HELP/W/WTED ads ar^ paid for by eit^loyers who are looking for 
,new v^rkeVs. * ' 

POSITION WANTED ads arti'paid for by peopje likife you who are 
looking for work. 

Since the cost t)f newspaper ads depends on the iimnber of words 
per ad, the people who pay for the ads try to be as brief as 
possible. ■ , 

In order to save spacCjl newspapers abbreviate the words In 
these ads. . * • . 



Look below. Read the -list of words wtiich are usually abbreviated in want ads. 



Then check out*, the cro^swD 
you recognize* wi thou t I^k 



rd puzzle on the ne^xt page* Ho^ 
ing back to checH your ansv^r*?? 



many abbrevi atrons call 



a.m. ijiorning 
ans. ansv^r 

appt. appointment "^-^ 

asst.* assistant 

attr. attractive 

bkgd. background ^ 

bldg. building 

bus. business 
^clk. clerK * 

co,^ con^any 

coll. college 

fiovm^^ c(»i«n|ssfon 
^K:orp» corporatlwi 

dept* department 

dir. director 

djrv.jic. driver's license 

eqpt. equipment 

etc. and so on * 

eves a. evenings 

exc. excellent 



SOME WANT AD ABaREVI ATIONS 



exp. exfMi^rience 

ftr. future 

gd.sal. '^x>fi salary 

grad. ^r^duata 

hosp* hcfcpital 

hr. hour* 

hrly. hourly i 

h*s/ high schooJ^ 

hskpr. housekeeper^ 

hs^« houseviKirk^ 

Ind; Industrial ' 

l^iwvw. interview * 

1?. light • ^ 

n^ch. machine 

manuf. manufacturing \ 
mech, mechanic^ mechanical 
M/F ^.rtiale or female 
rt-F Monday through Friday 
n^r. m£uiager , , . 
*mol mnth ' - 



nec. .nece^jsary 
opfft. opportunity 
pd» paid 

p,nK afternoon or even 
perm! fHirm^ncnt ^ • 
pref prefer 
refs\. references 
rel. f-eliable 
sal. salary 
secy, secretary , 

sh.y shorthand 
stont,* stu^nt ' 
sw^d* swi tt:ht>dara 
tec4i« technical 
temp.^ Ven^rary ^ 
t r an s , t ransfK) r t a t i on 
trnefe.' trainee ^ 
typ. typing • 
wk. '¥^k 

wpm. v«rd% per minute 



Ing 



WANT AD CRDSSVIORD 



ACADSS 

Ik bldg. 

2), biS. 

5) appt. 

7) ind. 

9) etc> 
10) wk. ' 
12) nec. 
17) ftr. 
19) prcf. 
201 rel. 

22) p.m./ 

23) dirf ' 
2^*) hrly. 



■lliiiiiHia 



m 



■^1 



8) It. 

U) <aol1. 

sa«. 
IS) ref.. 
1^) sh. 
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■ iva i I .ihTf at rofU 



Ht. 



WHAT yt^'it fm iH THE aiip mm W)s 



r»loyera ust- MIP WAITTED ads bo tteacfib*, the ^otjl-tUnis they want tb flU. . 
There aid four dlfftirent parts to imist HELP WANTED ads. These are; , L) job title, 
2) training/ experience ^^tr9mse^tlS and! tfft^htf^Job t»skS, J) hours, w^ges, descrip- 
tions of \^tk pjace and benefits, and A) how to contact employer. 

l) U^lt at 4h« MEUP WAHTEO »<ttf Ulow. Write oanes of bKe occupations or 
the "iob /tiltles" of each In the^a jp^^s. Vou ««y need your abl)rcvl»t.i«wi list. 



#1 



#2 



\ 



t > 



BUSINESS 6 OFFICE 

- — 'Twa 

t 

W/F typ ^0 wpm. .Sh t swbd 
/ifl • Bxp. nec. Exc refs nec. Gd 
^ ftr. $150 Wk start. 7\pply 
in person AH. 118 Pol house 
Drive Fellowtown. 856-9576 



//2 



HOSPITALITY & RECREATION 

r 



for bb"^ 5-13 at attr siwroer *c»xp. 
H-j yrdd--. drv lie 6 outttoor Sfxjrts 
tixft nec/ Gd bdl . Meals .free. 
Send resW to Mr. Toroast PC Bok 
I6i» Sanders New York. ^7-^^6-7^6 7 



2) The requiremeniss Mid onHW>oi> tasks are. itst«J ncxt\n order of their 
importance. te«wiir^«nte are Chin** llkfe tr^irtlni, ^ejC\encti, or personal qualities 
needed on-the-job. tatikff are aifmtima lt»t«d to, biitr often, w« wuat use, the re- 
quirements Hated to help us "Ihfer" or»'flg|ure oMt*' *il«t ««rj&b tmks »r«. For 
exai|)a^, if a job t«<^uir««ent la ^'swltcHboard.'a^rience," we can Infer Uiat one.on- 
the-j6b task will be to oper^ta a airttcWioArd. * . 

Look at the HeU> WAMTED ada abave. nmi^ thftec t«q***r««5!»to for Job #1. 



What can you Infer about the on- 1 he-job (y ^ at #1? 



Thrfee ♦reqij ^lre^^nts for job #2 are: _. 



k Name two on4thu-Job taaks. y<yu've Inferrwil ^ro» €he ad tof job «Z. 

ts aN ^' 



ddltlonalvcopled 
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HELP WANifD Ans- fcfeW:.^ 



3) *5ometi«e&, employers wl 1 1 als«» d&scribe the iuh, e8p®cl.'jl ly Lhings like 
hours, waj'es,*aiui wt.rk place. - In or^ex to In^efest potential e«playces> tJicy-jnay . 
also Ust the Lypc« oJ benef its (sptt ial advaiU f?^'e:i) av'jftllable on ihe job. 

\ ■ 

Dt*scribo tlie salary a 



sal ary aiui one lH.^ieJ i L ot Ihe job J iste^i In ad #1 . 



Describe the work location and t?^nj.\f L^^^ ol the Job *n ad il'l 




^) The last parV ol a ^Lf WANTED inl fc^lU y<ni how ti» conMri t fie I'luployer, 
and nainen the jjerson to contact as well as l]\v <iiUlress and te lephune. number you'll ' 

In ad #l\ sliould an interested person apply Jor ( iie jK).siM<Mi in person or 
by mall? _ " What, nflicr i n f oruLit Ion Ik given tcr ' 

help people apply? . ' _ 

An ad I2j how s^Kutld an Intf.rested per:>on apply for the pusltlon?* ^ 

.What other int t»rnvit imi^iii the ad 
_^ - ^.^^ ^. . ^ . , - 

"' ^ 

will hvlp pet»ple apply for the Job* ' ■ " ' 1 _ 
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Read the HELP . WANTED ads. You x^n *f Ind oxit a lot about the requirements and 
benefits of many jobs, and you can also learn about the kinds of work available in 
your coomunlty. Read the ads fegaiarly to learn how rapidly some ijositions are. filled 
Are'they still listed in, the HELP WANTED section after a few days? pne week? 
'sure you check out the 9tmday papers'. That's whcrt.- you'll find the most HEU» W 
ads. *■ 




Now. bring the HELP WANTED section of your local nedspapeV right over here. 
You* 11 be' reading the ads carefully, , and using the phone to. find out everything you 
can^bput a Job that interests you. First, find a ilELP WANTt^ that interests you 
and can be. answered by phone. Paste it in tht; space below.. 



. fS A /I 
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\ 



a va i 1 ab T e at cos t 
1/ ^ \J 



tjlow, use 



the information prpvlde^ iw the ad to till In as much as you can, 
•i 

■» \\ . - . . . 



■^SITION, TITLE 



r 



WORK PLACE BKSCRIPTION 
REQUIREMENTS 



ON-THE-JOB TASKS 
HOURS 



Wa(;es 



WHOM TO CDNTACT 







HOW h WHEN TO CONTACT 
OTHER NOTES 



) 




> 00 
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Talking on the' phone to learr^about a job you're Interested in Is an important sklUt 

TAKE YOURSELF seriously:- 




1) After filling In as many blanks as you can on the chart (page WW-8) , call the 
number listed In the ad and ask to speak to the person named Jn the ad. If 

a name vas Aot mentioned In the«ad» ask for the name of the nerHon who docv.s the 
hiring. In a small business^ this may be the manager *or, the owner* In larger 
businesses, the person who hires employees Is called^the "personnel manager." 

2) Whfen you hear the name 6f the person wh?)'s hirinju learn to pronouni:e it 
correctly. If necessary^ ask to hear the name again* 

»• ** 

^3) Say that you are interested In the position advertised In the newspaper. (Name 
the posltlt^i and the newspaper,) Explain that you have a few questions about 
' the Job. ASK QUESTIONS TO HELP. YOU FILL (lUT THK REST OF THK CHART ON PACK WW-8. 

A) WrlteH^im the names of the, people you speiiK with in case yoo havt^ to calJ bark. 

5) BE COURTEOUS,. Thank all the people you sfieak with for t^ieir help. 

NOW STOP AND FILL OUT THE REST OF T«£ TNFORMATTON NKEDKf) ON THK CHART ON 
PAGE WW-8. ARE THERE ANY BLANK .SPACES? CALL BACK IF YOU/flKKIjr mRE INFORMATION. 





N A 
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aval iaoie at 'cost 



•^J^he steps we ve' outlined hez^ 



ifuJ to you when you begin looking for work. 

Finding afid organizing facts will help you gut a Job, and they ar« useful Hkill« In 
nost tfpee of paid trork. » . 

. . ' S 



■ POSITION WAHTED ADS ^ 



People vho are looking for work use P_OSITION WANTED ads to help them find 

employers. Now, you'll be writing a PpS^ITlON W ANTED , ad fot yuuh^i'lf' Choose wdrk 

YOU'RE INTERESTED in AND CAPABLE of. Before you decide on an OCCflipat ion. think 

about your own experiences. What of tasl^ft do you perfona ;it homi?? at 

4 

school? in your coisaaunity? Use your Jiijdgf natrioa . Vftiat kinds o£ work do you 
enjoy doing? Sooetijpips the things you u'u.iuy doing may not sotim like work, but 
things like "preparing food for partieA***or "fWltiS^ farm equipment" aieVertainly 
useful services, and people are willing to pay for them. * - . 

Remember : The idea is to let employes knpw that YOU ARE RICMT fDR TUK^B. 

So describe t^ie Job you want by answering the following questions in the spaces 

below. ^ • * * • 

1) What special skills, trainings or experience ih Y^nt bdvc? 



2) Wliere and wlicn are you willing to work? 



3) What do you expect to be pjSkid'l 



A) How can you be contacted? (Leavi^ ^ frtwie # for the quU ki^a. r<;Hpunse). 



5) What's the Job tltife or nane of tbeoccMation you' rt; %nt0resteA in? 
(You may want to l^ok at othe» VO^TXim SA}^^ for ideas). ^ . 

N A /I 
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PLACE YOUR POSITION WANTED AD' HERE 



You must pay for this ad by the word, so state the aastmrs to all questions 
briefly. A. typewritten ad will look official^ Try typing your ad on another 
piece of paper, and paste it below. If you wish, use abbreviations. Remember to 
write the Job title at the top of the ad. Refer to ^he samples on page WW-10 if 
you n^d help on your first try. . » * ' 




A- 
«uw, — — J— » - • • office to find out how 

much yoi*ll have to pay for the ad. I>eclde how .long you'd llk^ the ad to run. 
Then, go to the newspaper office withf your ad and the money, 4r send your ad to 
the ^spaper along- w*.th a check or ra6ney order. Next, wait for the phone to 
ring. If you're not ready to ic^k for paid work, yet, this ad will be a guide for 
you in the future. • 
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FINDING OUT 

. Bruce Crl. .re.both lui.re.ted In le««in, "trade.." A "trede"^ 

„ocJp.ti»*i=h«3Ui«.0nde^^ . 
.ioXX..! .oU. .r„ce »a CrU ««t to ui. ^h^ir -i-l. "--^ " 

^ 4«-.t..mi.. «d tHe, ««t lob.>ich .r. in -«-nd. their ,ui4«.ce 
eo^Jr r«»-*-a.d th.t the, fl-d out .b,ut ^prentlcUhi,^ tr.d. training 
b, ,l.ltl* "trad. *op." (Pl«i" .klUed tr-de-orlc. «rW <» >^ 

. «Ulng «.T f..th.:tac«»^ *ppr«tl<».hl, ^^.^ for- Infor-tlon. • • 
tr»f> to tit. jor wrentlc-hl, ia£o«-tlon. Yo-'U ... 

to r«d the l^tt« h. «ot.. C«l. decided to ^It a tr.de ..«P (- 

i,„„.l coJtructlo. eoip-.,) to 1«» -«»t .ppr«ilc.-ap tr.lnta^^ ?- ^ . 

eUW -th JO. (. .km- c«p«t«) - "»«th. C« .Pff«tlc. carpenter). O. 
tb. n«t t« P..~; yb.-U rW>»-ut .he l^ »r^ / 
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Apprenticeship is a way- to earn aoney while you learn the skills of a 
trade. Apprenticeships are available in hundreds of r occupations froja taany votk 
clusters including Construction, Manufacturing,. Coammicat ion and feed la, ats^ 
Transportation. Labor Unions often join with employers to sponsor , 
apprenticeship prograns. These prograas oust i^et high standa'rdis set by the 
U.S. Bureau of Apprenticeship and Training (BAT) or by State Apprenticeshlg^ 
Councils. ^ 




IfflAT HAPPENS DURING AN AFPtENTICESHIP? 

During an apprenticeship, you learn by watching and iinsrking side by side 
Vith a skilled worker at an actual Wrk site'. For every year of <m-the-Job 
training, you also get classrcM» training ija a nearby vocational school or in 
classnKjras at the work site. As an apprentice, you ini^t observe, follow direc- 
tions, praptice, and learn about the required skills of the trade* w^t 11 you can 
per f oral 'each one quickly and acctnrately. i - ufl^ 





(eat ADVANTAGES of learning a (^ade through an apprenticeship 
program is that the program is 4esign\^ to give you a broad understanding of, and ' 
experience in, work, at your trade. Durioj| an ap|g|J|^ticeship , you get a chance. to 
voTf. 6t aany different work stations. This gives you a chance to learn aany 
different skills, ax^ to usa your skills in new situatiras. Mida you tmderstand 
how each skill relates to other skills, you have the background^ you need to help 
you solve probl^M on your oim. This enables you to do nore kinds of work, so that 
you're a fleicible oaployee. Working in'aany areas of a trade gives you a chance ' 
to see tow your job fits in wicli the work ot o^her people in your career fields 
Any way you look at it. Apprenticeship offers you a BROAD VI^ of yokt tr^e, and 
PRACTICE in a HUMS VARIETY OP SKILLS. 
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HOW ABOUT PAY? ^^.^ 

* • • • 

*fehen you start out as ah apprentice, you earn about H of whaft<^a skilled 
tradeswprker makes. (Skilled tradesworkers are often called "joumeyisen.") Z 
As-yo/leam and use your new skills, your pay increases aCcordinR to the appren- 
tlceihip plan for advancement. When you've finished your apprenticeship, you 
' earif a certificate (a sort of diplomai which says that you've completed a 




♦ Sample SaUi^ ^^^^ 
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• U»1G DO AI'PRENTICESHIPS LAST? ' 

Some apprenticeships last only two years (cement mason, for^ample). 
But mo^t apprenticeships last for three - five years (carpenters, pludbtrrs, 
elevator repqi^ers, Itc). * * . 



r 



I, 



.WHAT ARB THEf REQUIREHENTS? 



You must be at least 16 years old» and have the physical ability to 
perform well>at xJeeS: trade you learn. Many apprenticeship programs also 
require a high school diploma or a high sctiool equivaUnty diploma. 



AND WHAT ABOUT KIPLOYMENT? 



Employment is always more likely for. a skilled tradesworker. If you ve 
f comi?leted a registered apprenticeship program, you'll be able to do any jo6 
that's required In your traSe. Ei^loy«rs value your ttorough training, and 
^the problraa solving expferieiice you've gained <jn the job. Besides all this, y 
they know that the training yoji^ve received is up-t^date. /_ 

• Some apprentices ar^ea^ted to leave their apprenticeships before their 
training is coajAeted, because they may not be earning as much money as they 
coiUd elsewhtere. The lii|>orC&nt thing to remember, though, is "'f' it s worth- 
t+iruKtra time it takes to ccaiplete an apprenticeship. As a certified Journeyman, 
you^ll have more caveer optloms^ and more independence. 

VsKldED TRADESWORKER IS. VERY VALUABLE ON TODAY'S JOB MARKET: ■ 
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. Write ^way 
for- more infonhation about 
apprenticeships 




^ Bmce w^rint^teiBteA ±a learning about apprenticeship progr&is available in 
' atcme aaaonry* He wrote to the Bureau of Apprenticeship sad Training in New iforfc 

. ■ - ^ , • % 

to f If^ out about naaonry appr^tlceship prograu^ln his state* Read his easple 

- • • ■ ■ ■ ■ . ■■ . 

letter on page A-6\ and then use V^Bf A-8 to tprite a letter requesting InfomatioQ 
about an apprenticic;ahip jprograa^^ you're interested in. Copy your letter neatly 
i onto unlined paper « and laail it as scKin as possible. It y<Hi live in Nei^Tork or 
Hew Jersey » use. the dUdresa giyen ^ the saamle letter. . 



v «-5l08 




V ■ 



„ fS' Si^^e^eM^i y^wW 3131 



r 

• ■* 
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It YOU DpH'T LIVE IN NEM YQRK OR HEU JERSEY. . . ' 



ava 



tfrite .your l«t<Cer to Che BAT regio^l office nearest you or to your state 

apprenticeship agency. Ask your, giiidance counselor or' look liPthe library for a 

copy of a pai^hlet called The National Apprenticeship Program . This pamphlet lists 

the addresses of all the regional BAT offices aj9..Well as the state apprenticeship 

ageocies in the U.S. If you can'fc find this paa^>hleV anywhere* vrite to the 

' . , * * * B|»rcau of Appr«nticesh4|i an^ Training 

U.S. DepartSMoit of Labor . 
^" • 200 .Constitution Avenue, l^JW * , 

' ' Vashington, D.C. 20210. 7 ' 

- . -■ . • \ 

Wiey'll sexul ycm a free*copy. 



« 



Write a letter asking for a list of apprenticeable* occupations in your state. 
We re betting that you'll be surprised at the miaber and variety of apprenticeable 
occupations. 



harm 



'Ht^ pk^ mtfler 



. WRITE YOUR m# LETTER . 

Inforaatlon.Aboot an apprentlce^ip. program y6u're Interested iq. 
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Read those pages carefully and toarn about 
- Him to Succeed at ^ob Intei:vlew8 

- ' N 1-1 112 * ' 



JCTB INTERVIEWS: 

MORE THAN JUST THE FACTS 




The care yoM've taken in- filling out Applications and *rriting a good resume 
and cover letter nay pay off by helping you get a Job interview. A job interview 
is the l&Bt (and maybd laost important) step*yoi/ll take before actually getting^ 
• job*. . ' ' • . . \, 

t 

The interviewer (often the employer) is alrea'dy interested in you because of 
the facta 'you-'ve written in your resume^ cover letter, and job application. You 
Vill be asked to discuss these facta during your interview, but facts aren't 
everything. * Your esqployer is interested in hiring someone with good wrk habits 
and a positive attitude. A job Interview will gWe you a chance to show your 
enthusiasm for the Job as well as your mdstery of work readiness skills. 

Besides, an intervleii will give fou a chance to learn more about the Job you're 
interested in. Then, you can decide i^ether it's the Job for you. * 

' ' ' J 



Youli Be Ready For Successful Interviews If You: 



additionalcopiea 



1) Put Work Readineas Skills into action. 

2) Talk in a positive way about yourself anf3 others. 

3) Answer questions to show that you'll be an 
asset to the enployer's business or agency. * 

' • V ■ 





♦ * 

"Protocol" means the manners snd 
behavior- accepted lysoag people in an 
official group. From time tci time, 
C.P\ (short for Correct Protocol) will 
point put seme lm|»ortan6 intervl^ % 
protocol.^ 




REMIEMBER THESE WOBK READINESS SKILLS? 



' - 1) DRESSING APPROPRIATELY * » * 

2) PRACTICING GOOD AHENDANCE HABITS' 

' ' 5) GETTING ALONG WITH PEOPLE " ^ 

. • ^) GATHERING THE FACTS- • . 

% . ♦ * 

Well, each one of these skills will he useful to you when you go on a job interview. 




.1) DRESS APPROPRIATELY. . 

When you arriv« at an interview, the enqiloyer's first in^jression of you is based 
on yout appearance. YOUR POSTURE and THE WAY YOU DRESS say a lot about your 

* • 

ATTITUDE TOWARD YOUR^LF and THE JOB. So... ^ . 

Take a- shower; prepare to li(>ok resnonsible and smart. ' , ^ 

Interviewee observe closel$i» so give yourself a gpod start. 

How ydu d^s says a lot about you; dressing neatly shows that you care. ^ ^ 

Look ready for work at your Intferv^ew. Avoid heavy jewelry and faddish styles of hair. 

Good posture shows that you know you're up to par, 
That you feel good about who you are. 
So look intervieweits in- the eye, and sit jip straight. 
Let ypur "body language** shoy that you really rate. / gj^^^ nco."! 

fliid confident 



\, 2) PRACTICE GOOD ATTENDANCE HABITS. ' 

"> (kit to the' interview on tlm^, of course* and caU If you must be late, or " 
nde4 to reschedule your appointaent. i^d res^adber. .. leave your frieiuls at h(^. 



This is TCHJR-lhterVleii. 



Arrive a few mlniit^a eiirly or" right on tiae. . % 

Do., every thing you can to hMd thia i^Sfme, 

If *you*ll be late ox £an*t wake it, call in advance. ' 

Reaembef, if you don't show up, ybu may -lose your chaq'ce. 

Go>lone to your interyiewl .Fro® frienda, cyike a separation. 

Your only coa^anion should be careful preparation. 

Being coapletely prepared isn.'t really hard; 

Bring a writing pad, a pen, and your Social Security cf^rd. 

Bring your working papers and your certlfieate of birth' 
Along •ith references froft people who know how much yoU't-e worth. 
Carry a sonple'pf your liork, your fact sheet, and an exfgra res^^. 
These steps of pvepAration will really pay. 





■ / .- • . - 

/ • . . - 

■ ■ / - . ■ ■ . 
* / 

3)/ GET ALONG WITH OTHERS (SPEAK WITH RESPECT). . 

HI ■ . ' . '1 

liBngijage is jim^rtant^ The way you speaM^ md what' you say can tell an 
/ ' ' ' ■ , * 

interviewer whether YOU ABE RESPECTFUL OF OTHSBS and whether YOU ARE A POSITIVE 

PEBSON (8«aeonte who tribes to sake the best of things) If you aay negative things" 

.atout ydur laa^ 4fork exi^rlence or boss, the Interviewer nay f^l.that you'll . 

be negative al^ut your fiew job too. 

Jive has no p3^e at a jbb intarview* Spolak dearly, and usa titles of resfiect. 
Because of a lie, ar too Kuch sllEmg, nany chances for Jobs have b^n wrecked. 
Speak the truth; don't try to fake it. If you don't know an answer, be straight.' 



Dou't coB^lain about your old job or ex-boss . Be POSITIVE when you ccffiammicate. 

Show that yoM can get along with people, by being polite. 
Show thatr yob can tolerate dlffaretit points of view. 

This is an ii^rtant fa^ploy ability skill, one that says POSITIVE things about YOU. 
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GATHER THE FACTS. 

EntlitialAsa is one of the qualities that efl^iloyers value i«>st. But enthbalasm 

^ * * ■ 

about a job^ana more than acting eager/ You caiv ahm^'your enthtislasm and Interest 
In the Job you'rck Interviewing for by ASKING QUESTIONS that s^ .YOU'RE PARTICULARLY 
ERESTED in THIS job. — ^ .* " •« ^ 



you Xeam sooe facts before you beglni 
Employers know yoa*ve taken steps to join right In. 
Show enthuslam and interest by the qi^stlons yo|i ask « 
iU>out work responsibilities,, or on-the-job skills and tasks. 




d 

If you're being Interviewed for a job, you already know the title of the 

position you're applying for. You also probably know swaething about the work. 

You laay want to use resources like rpa/lng. other people, and your own ex- 

V # 

perlence to help you find out ^re. . • 

Use the form on the next pcm to help you ORGANIZE THE FACTS 
about G Job you're Interested in. 



1) Before going for an interview, look over the form on the next page 
carefully. Thoai, fill in as mch as you can. 

2> Duri^ the interview, keep In aiind the topics listed oa the fora. 

3) Toward the end of the interview, ask any questions which will help 
you fill in the fona. « 

4) After the Interview, fill In- the blank spaces. , 
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^ 1 TITLB OF TUB POSITION YOU' U 
BtlMC OnSRVIBKD FOK 



SKILLS AND TASKS 



(Hill you vork alc»[i» or aa part o£ a teas? Will you witk la «i office? Are 
there draaai requireMOita? Ubat taaka will you work at noat often? ,etc.) 



yOlKIIffi HOUKS 
(la overt iwB requi; 




Do you have your choice of shilts?) 



TKAINII^ 
REQUIRED 



caumcss for 

ADVAHCEMKHT 
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One problem you aay encounter as you look for work Is that etRployers often 
want to hire people with f experience only." Most young people looking for paid 
work hbve had lit file paldV experlence in the working world. THIS DOES NOT MEAN 
THEY HAVE HAD m EXPERIENCE^ , . 




Andy Fro»e wants to work for The Star , a local newspaper. Re has never 
worked for a coawunlty newspaper before, but the eaployer wants 8o»eone with 
experience. Andy has written articles for his schcM>l paper and he has taken 
Joumalisa classes"1St schooi. He has also written "letters to the editor which 
have been published In The Star . So ev^ though Andy has never b^ paid for 
' his work, he has had seme experience in the n^fspaper fietd. When Andy writes 
his cover lettif of introduction, he'llllist all of these experiences and will 
include siHiq)les pf his work. He'll sopHtoixe the experience he has had^ and 
say that he is eager to IcAm nifff thiugs. Wi«n Andy goes for his interview. • 
he* 11 bring aloiatg a copy of his school newapai^r and exiles of it«8s he has 
written for joumallsn class. Andy will be putting his best foot forward. 



Kanita'Kartin 'applle4 fot a Job as a counselor at a children's susaer canp. 
Najilta has £oui> brpthfers and sisters, so she babysits often. She pl^ the clarinet 

in her high schbol tfand, and is on the school sMiai teaa. * 

t 4 - . 

Hhen toltn first heard about the Job, aha was told that the caap was looking 

for p«5pple with "experience only." Nanita really wanted the Job. She could have 

y ' ■ ■ 

written a good cover letter eavhasising her expediences with chil4 care, »islo, 
dad sports. But because she'd never been paid to do any of theses things, she ^ 
didn't think of thea as "experience." Instead, sb^^l^cked, and decided to liie. 
Hhea she wrote her cover letter, 'BiJie said she had been a coinselor the suner 
before at a cil^i which didn't exist. Nanita rtehrer got called in for an interview. 



■ Ei^loyers can often teU whan you are naklng up a atory. Even if Nanita had 
been hired, it would not have been long before everyone realised that she had 
n^rer work^ at a caop before. 

Do not lie when you write your cover letter, fiU out an application, or go 
for an interview. It's always safer to TEU. THE 'raiJTH, ev«« if you haven t had 
experiences which relate directly to the Job you wmt. Sweet iBcs. ea^loyera are 
more lj^>re»sod with an enthusiaatlc attitude, i^ich shows that you're willing to 
try hard, uid to l^arn. »^ ^''''■""■■"n,...*.'*--^^ ^^i^^ I 
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Use tU spaces be^ow to write down soae of the TEUlHFOL and POSITIVE things 
that Ndnlta could have said abdut herself in her cover letter. 
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""GET THE EXPERIENCE YOU NEED! 
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Inocppnencad 
• Need Hot 
Apply! * 




Mus^' hove 2 Years 



Expa^ience 



Soaet lines aiu.eaployef will not hire you unless you've had work experiences . 
which are directly related to the Job you want. If you are really interested in 
an occupation and you i^ed experience in that field. GET THAT EXPKRIEUCKl Use 
the list of suggestions below to heli^you choose a way. 



1) 
2) 



3) 
4) 



Do volunteer work at a place that is sinilar to the place you want 
to work at« ' ■ " . # ■ 

Ask your' guidance counaelor and workers in your c<?«Hninlty about 
"entry level" or "starting** poaitions in the -field' you're interested 
j8.n. If you're willing to work your way«up to *ore desirable 
positions, entry level work offers opportunities for advanc^nent 
as well as experience. 

Look for te»porary work in the field you're interested in. Often, 
eraployers of t^>orary workers don't require any experience. 

Find out if education cati replace expeJ^ience.^ Qft«ii, teclinical 
school and college courses csD live you the "experience" you need. 
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ANSWERING TOUGH QUESTI(»IS 




Sonetlses, eaH>loyers Will ask questions you may not want to answer, like: 



l),'bave ever been fired from a job? 

2> Have you ever been arrested? ^ " 

3) tlhy have you bedi uiu^ldy^ for so Ic^f 

4) Have you ever been tmdc^ psychiatric care? 

5) Why have you had so meny Jobs? 



Employers ask clwse questions ^csusa ^theiy\ vaht to hire ac^one who la 

dependable and responsible. Axid they want to ki^W if YOU Are dependable. and 

p. • ' • 

responsible. Re prepared to answer these questions }ionestly so that your 

• . 

ansvei's i^rk'for you, and not against ryou^» 

ExplaiAjrour situation BRIEFLY. LEAVf^ OUT DETAILS. . Then, explain msu 
THE EXPEInP^ HAS HELPED YOU. Most people understand the value of learning 
fxt»B mistakes. 
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When Randy '^ISimpbell was 18, he stole a bicycle frcm a^ high school parking 
lot, and was arrested. Now, Bandy is ti^ty-one and is trying to get a job as 
a cab driver. Whoa the esq>loyer asks if he has ever been arrested, Raiuly says 
"yes** and «q>lalns why. Then he goes on to say that he has never stolen anything 
since then, because he tealixea how stealing affects other people. 

An eiaployer can respect a person who adaits to *nis takes, 'espcM:ially if this 
person is sincere in telling liow the experience has had a roSXTIVE affect. 
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A question like "Why hive y,ou Had ao many jobs?" can be Mawered honestly, 

and oti a posit iY« note. . , , . r • 

Willard Cone^cplains. "Jfrt^en I first got out of school*. I was willing to . 
take any Job that came aloijg. whether I was Interested in it or "ot^ Those first 
iob experiences helped realize how important it is to work at a Job that is 
Saningful to »e. I think that this job would-be very meaningful to we because.... 

.And a good answer to. »Vell. Ms. Bronstadt. I sefe you've been out of work for 
a year a^id a. half, " might include ao^lanation like: 

"Ar the tlBie, I dtdn»t need the money and 1 felt it was more IjapoPtant to 
spend time*?rlth my ^ly" (or -traveling, d-r studying music, or whatever she 
wlues).. Then. Ms. Bronstadt should ttescrlbe the kinds of things she learned 
as a result of these experiences. 



If you think thVt sbme of your" experiences^ight keep you fron getting a job, 
thlfik NOW about how you can preaqfit the situation in a positive «ay. Discuss 
' ihese e^eriences wiS your ?eacSv or counselor and USE THE REST OF THIS PAGE 
^" to write about these experiences as if you were talking about the« to a future 
employer. Make sure yo^. describe the G(K)D^INGS that have^happenfid as a result 
of these experiences. 



BE' PREPARED. BE POSITIVE, 
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PUT YOtIR BEST FOOT FORWARD! 
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ANSWERING QUESTIONS 



At interviews, empljoymt» want to find out whether yod'll be an asset to / 
their businesses, agencies, or ^coapanies. 
Tliey want to 'know i^ether'Vou'll be' . ^ 
the kind of «iorker they catn depend on to do 
a good Job. Ooie way they find out what they^ 
want to know is by asking you questions. 

When they do, take advantage of this 
opportunity to Talk about why YOU 
THE RIGHT PERSON FG\ TgE JOhi 




On the next few pa^BS, you'll find sevan "tap*e questions" In lar^fprlnt. 
Preparing answers to, the*e questions will help you succeed at j©b interviews. 
The questions in small, print beneath each, topic qu«3tian nav telp snswer 
't he topic questions thoroughly. 

1) Think about all of the questions. 

2) Talk about the questions and pj)Bsible answers with your family , ftiends, 
teachers, and guidance coimselor. ^ 

3) Use the spaces provided t9' ans«^r the topid questions. Use the sub 
questic^s to help you||answer the topic qi^stions ttorou^hly. This shoikld 
prepare you well for^ the questions you'll be asked at an interview. 



Answer the first four topic qt^stions how. Ckioe you have an appointwnt for 
an Intefvl^, you can prepare yourself to answer the' last three topic qfuestlons.' 






DiscuajB your aneviers with 
your^ teacher or guidance counselor 



1. WtKJt kind Of career ck) you wont? 

. . ^ 

Mtat are your career ^>d1s? . Do you plan to further your education or training? 
Are you willing to do extra work in order to be pr<moted? V^at activities 
do you enjoy the most? V^t motivates you? Do you have any tobbles? 





.2. What kind of worker ^are you? ' ^ ^ 

Do you prefer working on your owi or with others? tto you Mork^ll iMider pressure? 
Xan you follow directions weVl? Are yog pronipt? Are you trust»>rthy? Are you , 
dependable? Are you prepared for prompt and in^^ular attendance? . How is your 
health? Will you inake'sure thar outride pressures do not Interfere wlth„your 
Job performance? , . 
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More Topic Questions : 

3^ What aboiit. money and fringe benefits? 

How mch money do you expect to earn? Mom mucli mor^y 60 T^CMKrwad to live on"? 
Oo you work only fdr the money? What are your thoughts reiiax^ing raises? • 
HoM do you feel about vacations? Can ymi work oy«rtlme? 

-1 ^4 — : — — 
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i*. What have yoi| beamed frtwi your past experiences? 



Wt^re have you worked before? 

When? What did you llo? How 

much money did. you m^i? 

Why did your leave your la$t, 

position? Have you ever been laid off 

or fired? What did you learn from that 

experience? -Have you ever be^n ^f^sted? 

Will you majce surg that this wonH happen 

again? * 




More Topic Questions 

% 

5. Why is this job inportmt to itou? ' 

Why do-yo^ i«nt this job? Wliy did y<«i go Into this field? Wiat do you see* 
' as the disadvantages of this field? What *to you like about this field? 



6. Why dcryou wantvto wbit for this tsx^v^ ^ 

HOW muth do.you IcnoN about the cod9a»yf How. d© ro« think you would fit In 
with the company? How Ions >«ul<» y«« with the cowpany/ 

.1 




7.. Why is this Ida Job for you? 



Whv do you think yoU»a-e suited for this Job? *^at did you learn In school tjwt/ 

MP ye« «^ this job? srecUl tminlns pr ejtj^erlence have 

«I n fclp on this job? What ck) you know about tha actual Job respo,,slblMtle57 
Do you think yOu can handle these r«Sp«pslblUtl«s7 



Read each inc^pplete-sent^ce In coluiM A and choose the best ansvt>r from 
colinm B. The correct atisvexa "Are llstwJ upside down at the be^rto>t of the 
page. Give yourself t©i poijstM fot each correct answer. ^ 



1)^ Dressing 



r 



(Will nake a good 



f trst ImpreiKslen vt a» inte«vl«u. 

f 

2) If you're going t» be late for a^i 
interview, be sure to . 

3) Even if you didn't get along with 
your last employer, don't ' _ , . 




4) A good way to show your enthuslAsm and 
interest in a job is to ^ . 

f; 5) ^lhen filling out job applications^ 1* 
is best to > ♦ 

6) One way to get eiq>erience* in m 

you're interested in is t» • J. 

An Interviewer wants to know If yew 



8) While answering interviev <|iie8tloii»> 
don't . 

9) When you meet the interviewer, it's 
correct to ^ ^ 

10) One way to makB up for a lack of eicpftr* 
lence is to show the* Intervl^ier that 

you \ ^- 



coum B 

a) da voluntaer work 

b) shake bands 

' c) beg^ for the job 

d) are eager to learn new things 

e) grlve only "jnrs" or "no" 

answers 

• * 

f) ask what -Che pay is 

g) be t^ese 

h) call 

' 1) Si»f t^i0tive things 

j) apPTOprlately for the Job 
k) ^itAliliei eeV the job 

i) «ek fueseiona About work re- 
SpDASlblliti^ ' * 

ffl) dffer ciie interviewer a 
Vigerette 
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It's human ntftunt to he nervous at Jpb i^tljplviewa| but* job aeekem who are 
prepared for interviews are more confident ^ Mkl 4o tmi^h better at Interviews 
than unprepared job seekers. The practice assignments desctlbed below will 
prepare you for successful job interviews. 



1) Practice saying what you^ve written 
in answer to the "Topic Questions'' on 
page^ 1-14 to 1-16 • Use a mirror and 
watch yourself as. you speak. Use a 
tape recorder and listen to yourself. 
Keep pi;acticing until you feel confoyt- 
able with your aitswuii Bsp4 tpod about . 
yourself* 





2) Ask smeone with experience in 
Interviewing to role-play a job 
interview with you« Uae the "Esi- 
ployer^B Script" on the next two 
pages. Ask your friend to listen 
carefully to your responses to 
the qtiestiona. Use a tape 
^recorder to tape the practfce 
Interview. Listen to it together. 
Look for ways to iaiproye. (If 
you have access to video ^uip^ 
ment, use it. You'll learn a lot 
about 1^ others ||ee yu.) 



3) Have a '^dress rehearsal .^V 
appropriately (as if it were a 
real Interview) and bring the 
papers you^Jr be needing. Pra^ctice 
again» and^k ooraMft to (^erve 
you and fill out the "interview 
f;hecklist" on page 1-21. 




Use this script with someone wfto' has had Interview experience. Let your friend 
read the ^ployers part (E). You will be Che Job seeker or "applicant" (A). 'Answer 
each question as well as you can. Your answers should bo direct and "to the point." 



E: EMPLOYEH (iMTtRVIEWER) 

A: APPLICANT 

. E: Hello, Gone 4o a»wi i\t ioMlK. 

A: V - 

- E t Yo u r r e sume \ ' % vs y y tw WLH^ ^ng: ^ ~ 




A: 

E: 



(Ask one or tMO of the questions below.) 



Iftiy do you Vwit thi3 job? , 

Why did. you go Into tKis field! ^ 

What do you see as the di sadwita^cts of this field? 

V^at do you like about this f ieV47 



A: 



E: (Ask one or two of the qimstlons below.) 



How BMjch ^ you kn<»4 about the. coinflany? 

How do you think you would, fit if) %<ith kKe cofi^any? 

How long do you plan 'to s^y v^t^ CO»^>any? 



A: 



E: (Ask one or two of th^ <|iie4tian$ iielow.) 

Why dB ysu khinl. yv^x^ suite4 for this Job? 

What did you 1a»m In schoffi that WOulof help Vou On this job? 

Miat training and/or e;q>^i6noe hm^ )I0U hdi^ -biatr would 

help you on this Job? 
What do you think a parsoft dotts in the Job you're Applying for? 
Do you thFnk you cx\ handle the Job? 

A: ^ . . ^ 

E: (Ask one or tvo of the qi^stlons be4oMr«) 



additional copies 




Miat kind of work do you se«. yourself dbina fiyc years from mw? 
t^at Is ttw most important asyect of any ^ Ibr you? 
Do you have plans to AiriHer yoitr edkicalklon or'tr»lnli^7 
M)at are your ttoughts nsgMiling pfonotions? 
Do you haNM any hc^bles? 

What kinds of activities do you etUoy <>oli^ In your ^nee t}«Mt7 
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E: (Ask one or two of the questions be1o«.) 




Do you prefer Niorktng dn your own or with others? 
Do you work well under pressure? 
Can you fol low di rectlons wel I ? 



^Are you prowpt? 



Are you .tr us t%Kor thy? 
Are you dependable? 
Do you consider yourself easy to get along with? 
How Is your health? 

Do outside pressures interfere with your job perfonaanccs? 



E: (Ask one or two of the questions below.) 



HcM much money 'do you oqSect to earn? 

How much money do you need to live cmi? 

Do you work only for the money? 

Do you expect to be earning raises In pay? 

(tow long a vacation do you exf^ct' to earn? 

Will you work overtime as. of ten as possible? 



A: 



E: (Ask one or two of the questions below.) 



Where have you ttorked before? 

much money did you make? 
Why did you Upve, your last posUlon? 
Have you ever be^ fired? 
Have you ever been arrested? 



Wh^n? What did you do? How 



A: 



E; Do you have any questions? 
A: ' 




E: iMl be lntei«vlewing other appllcmts for the next few days, 
next week about the cotapany's decision. 



1*11 let you know 
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Interview Checklist 



Many employers use checklists like this one to rata, job applicants' Interview 
performance. Have # *V*ress rehearsal" or "mock Interview" with soneone with 
Interview experience. Ask your friend to rate you. Use thl3 rating, sheet to 
team about yourself. Which of your Interview skills needs ImproMent? 



Asking Questions: The applicant 

^shcmed intelrest in understanding about tKe Job- 

shoved prior research* 



s 



asked too viny questions. 
di^*t ask enough questions. 



Other consents: 



Answering Questions: Hie applicant 

listened veil. 

presented positive information. 



spoke clearly and loudly enough, 
talked too ttmch. 



didn't talk enough. 



Other coianents: 



Appearance and Behavior: applicant 

• dressed appropriately* 

spoke trlth respect. , 



brought necessary papers (working papers, birth certificate, references 
'and resua^. Social Security cmsA, writing pad and pen) . 



onal copies 



Other com^nts: 



Interview Follow- Up: Keep Learning 



After each interview you gt> to, at^ yourself these questlbns: 

1) What BBcmed to . interest tite a&ployer most about irtiat I said? 

2) Did the employer seem offended by anything I said?' 

3) Did I leam all I need to ksuw about the job? 

4) Did X tell the e»plo3^r all I wanted him/her to ko^ about i^? 

5) How can I prepare for a mo^B successful interview next tin^? 
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C»r«er A(^nc«sent oft«n neans greater rcspwlH^ibi tlHeSt more Idb , 

ht2(her pay, and more benefits. 6et familiar wtth Career Advancement Skills now J 
and put thm Into actlmi tirfienever you can. The ttamfds of C^areer MirinraMf 
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aV« worth ibe effm-tl 




CARECR ADVANCEMENT 



When you practice J^b-lCeepix% Skills tmtil thejr ar^ habits, you'll have a 
good. start tjoM6 CAKEia AwM/CEMOrrJ 



A^. h ^ 

V t^ionalcop J^ea 




Use reaotinres to find out' what you need to know. 
^ careful ahaixt attondaac^ and dress. 
Shea consideration of ottiMT woH^ers. 
%o y(Mir h&atp ted check yoqr work. 



AnmmB and actions 




Know Job**Kee^iiig Skills ^nd pract:hce than too. 

This will "Purely be nsmnJlaij to you. 

A Job well done can give you of satisfaction. 

And makes you read^ 'to put CAREEH AIVVANCEN^ steps into action. 

The things that all iwrkecs should leam to aiun^ ^ ^ 

i£ they «Aat toir earner to duccessfully fftf^ 
Are ACnOHB hwd OQ CAS£SB AOVMICEMEKr ATTITUDjgS. . 

CAREER ADVANCEHERT tiaually Qfrnms to those are eager to do the best they 
can, who are cooperative and hgl^fuK ^ that they want to learn nore about 
their worfe, and who are wlllitK to ilake a» fWW responsibilities . These work 
attitudes lead to the aeiiOVte which can iKlp you to advan<;e. 




60\ 




On the neact f«» pages, you'll learn about how YOU can put these ATTXTUDK Into ACTIOSt 
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TAKE INITIAlfVE: 

(Do your job without waiting to he told.) 




Before you can shov INITIATIVE on the job, you awst know what your respon- 
sibilities are. Always ask if you're not sure. It's also JSportant that you — 
know the responsibilities of others. It's not a good idea to do other people's; 
work unless thfey ask you for help, or your supervisor asks you to. So... 

Uhen you're finished with your own routine of work tasks, ,^ 
Find -out if scna^ne else needs help; it never hurts to ask. 
If you really want to get work done, your supervisor will see 
That you're willing to cake on hew, responsibility. 
• Now, aore responsibility otay lead to more work satisfaction . 

Which is a reward jEor CASEBl WfMlCm&n attitudes and actions. > 



Use the spaces below each cartoon to describe how the "workers shown can 
take Initiative in feheir working situations. 
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ErST C3PY AVAWBIE 



^ • $H(»rf A SPECIAL INTEREST Id YOUR )»ORK 

Whetf you Bhow a special ^i^^^t In ypur Vork^^the INTEREST shews Dl YOO! 



tf you 'mat to '*leatnlttg aiore*' a goal of your .own, 
\ Tou get wtxB acboolla^, or do' reading at hmae. 

• ton jwm talk about iv>rk'with co-worjwrs at lunch, | 

• Or attsod cMoferaiMiea where p«>pXe meet by the bunch. ' ^- , 
All of tbeae steps show that you've got what it takes 

Tb sake CMtm ABVANCSmr a part 'of what nakea 

rm a soccESS. 




m MORE TSAINIB6 

Education eonCinoes to help you after you find wrk. toy Mployers will 
pay you to tak<^ courses to learn sore about the work you iki, ineludinft ne» techniqiuea. 
This Is one path to CAUpt iBViMaamt, Vftioi yoii know nore about i*at you do, you're 
a Bore' -volume es^loyae. teploym know that people who imdarstand their work are 
usually the onm ifho do better work. And if you take steps to' learn aore, you're 
putting CAHSER A0?AIKaSMBHT steps into action. , 

, * *0£ course, all enployers don't p^ their eaployeea to go to school. But don't* 
let that stop you. Ytai am jOao taka course on your own at CQMamiTT OHXEISS, 
UEABilXliG CSmSa, TtOmnCAIi SCWXaS, or at hoBB with CQiRSSIiai&ffiilCE COURSES. 



i 



WRE rxra^siED 

r 



Heading will ^iye you a tetter Modgrafawrfing of-your cmer f lel<i. 
Read lEAIg HAfi^ZTMRS, Tked* flMigasia^ ttStMUjT future aspects of one oceu- 



^stioa oar fldd-vit ocdvAtims. nieji include ^articles about 
iiev dl8cm^i«s» techniqueiij aa4 stories about people ulio 
work i«»tlie c«rMr field, they also include bel^ wanted 
and posi±i(Hi mtstmA fdUi. 




R^ul VOQ^ written about ycmr occupation 





or technical books nay help you 
^ 4r6ur work tasks. Others aay simply 
help you bectwe f«niliar witli ymtr field 
of 



vmssT YQUft Mow 



A 



Oanfereotes are lar^ Qdtlittiriii^i of people %iKo Wkt ip «hare wliat they know. 
. At a conf«r«Bcey you cAn talk to MViy d^fleroAt 9«d&1« aboiil jpeur field of vork. So 
if you find out iffat c i mftt rg we t iml'i like a^ten^i let your supervisor know, 
this wUl show that re lotmarteif in Icamli^ ttOr£ AND that you're willing to 
take on aore l!\esp(MBiWllliy. • 




USE m 



Make use of y«ur JOft-GCrmNG s<:ills to find nor* satisfy tuft work In your field or In 
related field. 

A QUia< REVIEW: 



y 



TALK WXIH PEOPLE 

Coiwonlty Members In fll 1 QccOf$ftjMM 
Friends aud rftlAtivcts 
Guldkncs comuaelora 
Teachers 

Job counselors sff |>^Uie / 
and private enploymsikt 

ageaicies 






MEAD 

Bulletin boards 

Civ:^l Service announceiBents 

Mlcroflcka 

Trade aiagazlnes 

Majps 

lieMSpi^ers (want ads) 
^^pklets 

ftef€renc€ books (atlases, dictionaries, 
^fncydapfinliaa) « 




EXmTEMCE 

Write away for lnforms6lbn dtoutr occufirtioiis tint IntsBretft^ yoo^ 
Place position iiftnta^ ftd^a . 
Anaver ads by tele{dEi«me» ^ '^^^ 

Take aptiti«ie testga ^ 
Keep, an iip- cordate rea&tt^«. 
FUlVtit Job appllaatlone. , 
Write caver letters CifKjpiliry aod answer) « 
Go on Joli iak»t^XmiB. 
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Qhck^ 'lt Out 



available at cost 
1/ ^ \j 



Here's your chance to check out what you've been reading about CAREER ADVANCEJENT. 

First, make an appointment to Interview someone who has advanced in a career 
field. This person can be a frien4^ relative, teacher^ 6r ^yonc else in your 
community who has ma4e CAREER Pft>GRESS. Aak ^uesttona that will help you fill in 
the blanks b«lou. . 

*^ ■ 



Present Job title or position 



F»r5t position you hm\4 in this ffeN 
How are thase Jobs ilifferent? 



Now ask the pexBOA, "Vhat abtfs <tid fan take, to advance to your present 
position?" Check off th« ItefW ^Iste^ belc|« as soon as they're mentioned. Use the 
spaces below the cheeldlet to describe anyf other steps the person has taken to 
advance. <f , 



C/iREER AIWAMCEMEIfr CMfOCLIST 

Were you Q careful about attendance and dress? 
(] i^lpful other wrkers? ' 

[] cartful to do good work? (Did you check your Mork?) 

P willing to take cm new responsibility? 

Did you Q make sure you understood your tdsks before you- began worthing? 

y shoM special interest in your Mork? (Did you get extra 

training, npad on your own, talk with other workers about 
their jobs, or go to conferences to iearn more aboutWour 
field?) 

Q ask for a raise? 

Q use resources to find other eflq>loyment opportunities? 
Other steps , 



ERIC 



Now^ go back «v«r the. ellecklist* Ask aboufc> each'lt^em which was not mentlone^. 
*re betting Uiftt by the end of the interview, ybu*ll heve cbecked off must of 
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HAVE CONFIDENCE 

ASK FOR WHAT tOU'RE WORTH 



If you practice CAREER AOVANCSfENT sicllls like: 

practicing Job keeping skills untill they are habits, 

taking Initiative on the Job, and 

slKwing a special inter^t in your work, 

you are putting CAREER ADVANCMMT attitudes Into action, tou may be v«irth more 
than you are being paid. 

Have cOTifidence in yourself. Ask for a raise by ijescribing what you've done 
to put CAREER ADVANCWffWr sUlls .Into action. 





' If vou get the raiacT^u'll be rcwarSed with nS^ aoney. If you don't get 
it listen ca«fully to the reaaone. You may learn soiiethlng about yourself. Ifaybe 
voi need w>re practice in CAREER AOVifflCBIEirr skills. You may also learn stmething 
about your work place. Haybe It's not the kind of place where people ^an^ad^ 
easily. You may want to look for another Job in a place where CARER ADVANCKI«irr is 

more of a poasibility. . , . «. 

In that case, read nMout JOB CHANGES iif tte next section of this book.. 
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...:BE PREPARED FOR 

JOB CHANGE S I 



,You may be well- trained for a Job, and you nay be happy with your work, but 
8«times, cvffli the most q«iali£ied people find theaselves out of work because of 
carcuBtt(\:ance8 bejrood their control. 

In the past, the average working person chose one occtqmtloa and made it into 
a llfd-long careei;. A son often did the sarafe work as his father, grandfatl^er, awf" 
great grandfather^. It was practical for a ^ung perswa to learn a trade froai a 
parent or craf tsperson in the coosainity. Lear^iing from a skilled worker in the 
coBHaunity insured that skills were passed on from generation to generation so that 
there were always knowledgeable and capable people in every profession. 




Nowadays,' old joba are "phaaed out" aiid new jobs are treated each year. Peopla 
who e3q>ect to work at one occupation ^or the rest of their Uvea often cane up agaloat 
serious obstacles. In fact, the average pers<»i can expect to change jobs several 
tines during a llfetifta. So people who are flexible and able to, adapt to change 
have the greatest chances for suceeas. Msatering general^ work readiness ^and 
^loyabUltx aklUs will help aake you flexible, and will prepare you to aaka 
rewarding joii changes-' 
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When Qiange Hpt ^our &oice \ 



V 

LAYOFFS 



If you are asked to leave a portion, find out why. > Sometiaes employers nuat 
let workers go because they can't afford to pa^ them. This is called "laying off* 
workers. Layoffs are often teiq>orary, and aay last only until the employer can 
afford to re-hire workers agaia. SoaetlaKS, though, layoffs are pcraanent. If you 
arc laid off, ask your employer for a letter of rctommendatixm. This will help you 
get a new Job. 



UNEPf>LOY^ENT INSURANCE 



If you are laid off, you'll be able to collect uneaplpyaent insurance benefits. 
Unemployment insuraniie payments are not equal to your working wages; usually, payments 
arrabout half of your working pay. The govemii«nt sets a limit on much unemploy- 
ment Insurance you can collect. WhUe you're receiving un^iployment beuefita, it s 
your responslbi^-ity to look for work-. 



f 

BEING FIRED / QUITTING 

If you are fired from a Job because of your unsatisfactory work habits, you 
will probably not be eligible for un^loyment benefits. Soatetlmes. 
give ^ployeL the op^r?«nity to resign or <juit their Jobs ln»te«l of being fir«i. 
Iv^ if voi quit a Job. you will probably not be eligible to receive un«Bploy»ent 
^.rtiJ. Sut you shiuS always'^apply for this insurance. Af t« ^00^?^; 
claims examiner from the unemployment service wiU study your individual case to 
determine' whether or not you ^e eligible. 

If j«o l«l ttat ,«'ve b~ flr*d unjustly., discus- 3r»« 
«»plo,er. Explain ,»or side of the story ,to your eii?.J*y«r, but wniA ^^"^^^^ 

teme^et that to the future, your present e-ploye^ »sy be ssked <Aout your work by 
som^me interest^ in hiring you. 

If ,our''e»ploy«r Is sot cooperative, you can take other "^JTTf 
" self If you b2iHW to a union, contact your union representative. "J^f^.l,,^] 
■ beloig to r™iS;r~?«ct the iev««^, Affin-tlve *ctl«. or Huwn Right, off IceiM 
to yoSr county." ih.se.re organixatlona d«ilgnfd to prot«:e your rljhts. the 
p«oiS?«orkl4 for{aK orwuAatlon. -ay be able to help you directly or cfaqr »y 
send you Co another orgaaUatibB «Alch can help you. 

Before reaifiUng from a Job b«:att.« of personal '""J*"' '^'SJ'^ort.bl. 
possible to solvel^ proble-. Ask your «wl»y« ^^J'-^fj^^^fL?^^^ 
. doing that. Don-t^t Bfcciuise of a personal problen until you «• done everything 
in yLx power to solve it. «Juitting a Job should be your laat re«.rt. 



A 



Qbosinsr To Qange 



GIVE NOTICE 



Before you choo^se to leAve « 4«k 
»e«. cover letters ^ -Pdated^I^^-'^rilLV'^^^o^,*:.^- "'- ^U. ^ 

noticef-"'^?,^^ ~ine'::L.s":gLr»t'°°' -«p<-»«'i"tr to -give ■ 

wm cause. F.Uure to give aotLe osuSS^aj!! J?! y""" leaving^ 

• poor reco-«ndatlon fro. your e«pXov« a^TLS^ feeling,, and nay'reault la 
fro. getting . job you reallTwi^^^; And a bad recoomndatlon My ke^^ 
to stay on good terTwlS^LT:^!'^^''!?'^" """"^ lt's^««.t 



«Sa.- t*hether you CH(X)SE TO CHANGE^ or the CHANGE IS HADE FOR YOU..... 



HOW CAN YOU PREPARE FOR 



A CHANGING FUTURE? 



0- 

1) Know your owa values, needs, and abilities. Think about what is inportant to you. 
your likes «nd ^isliJtes, your strengths, and weakn^ses. Review your experiences. 
What are you looking for in a working situation? ^ 

2) Know about the working world. ^Use resources like your own experience, ofther 
people (like friends, relatives,* ei^loyaoit counselors) and reading iresources 
(like trade magazines, newspapers, yellow pages, school catalogues) . 

3) Make decisions a;id take positive steps toward what you want. Base your decisions 
and actions on wliat you know about yourself and the job market. 

4) Be prepared to change yoat plans and even your direction along the way. 

5) Be open to new areas of ^>loyment and training. You may find that a coopletely 
new field of employment will be awst revrardlng to you. 




It's Inportmt 



circle -T- or "F* to Indicate 'whether • 
each statement Is True or False. 

i 

t * 

T F 1. Loyof^^e^ometlmes temorary. 

I F 2, -Giving notice' npons telling your enployers that 
you won't be working for them any more. 

T It's Importctfit to stay on goal term with your 

eoDloyer. 

T • F «». Quitting your Job should be your las't resort to 
solving personal problems. - 

T F 5. Failure to give notice may result In a piior recom- 
mendation from your employer, 

T F 6. If you are laid off, you wlii be eligible to collect 
. unemployment insuroice. 
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